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PREFACE 

^  In    attempting    this   work    on   Business    Methods,    Office 
ao  Organisation,    and  Accountancy,    apphed   to   the  work  of 
>-  Trade  Unions,  I  have  been  actuated  by  the  fact  that  it  is 
^  a  branch  of  Trade  Union  work  that  the  officials  and  others 
QQ  preparing  for  those  positions  have  hitherto  had  httle  or  no 
"'  opportunity  of  studying,  although  it  is  a  branch  which  is  of 
vital  importance  to  the  efficient  conduct  of  such  organisa- 
tions ;   in  fact,  it  is  second  only  to  the  purely  industrial  side 
of  the  movement,  the  success  of  which  is  dependent  upon 
it  to  a  far  greater  extent  than  is  generally  realised  by  those 
not  in  immediate  contact  with  the  work.     Most  industrial 
disputes  are  nowadays  decided  by  submission  to  the  arbitra- 
ment of  an  independent  person,  who  is  generally  guided  in 
his  decision  by  the  facts,  figures,  and  arguments  adduced  at 
the  inquiry ;  and  if  the  workers'  case  is  to  be  successfully 
pioneered   through   this   ordeal,    statistics,   correspondence, 
calculations,   and   other   records  must  be  conveniently  at 
S  hand,  and  this  is  not  possible  without  good  office  organisation. 
22      Then    again,    many   of    our   Unions    have   become   very 
^  wealthy  undertakings,  having  vast  sums  of  money  lent  out 
^  in  various  ways ;  having  many  thousands  of  pounds  passing 
^  through  their  accounts  monthly,  and  at  times,  in  the  case  of 
unemployment    and    strikes,    making   huge    disbursements, 
necessitating  up-to-date  methods  of  accountancy.     I  have 
devoted  much  attention  to  this  subject,  aiming  at  taking 
the  reader,  by  easy  stages,  through  all  the  problems  he  is 
likely  to  be  confronted  with,  so  that  by  a  diligent  study  of 
this  section  of  the  book,  and  the  working  out  for  himself  of 
the  exercises  given,  together  with  the  additional  tests,  I  have 
no  hesitation  in  saying  that  the  average  person  will  have  a 
sufficient  grip  of  the  subject  to  be  able  to  acquit  himself 
creditably  in  actual  practice. 

It  is  now  generally  recognised  that  it  is  as  necessary  to 

make  a  special  study  of  commerce  by  those  embarking  upon 

a  commercial  career  as  it  is  to  study  medicine,  law,  etc.,  by 

w    those  entering  those  professions,  and  this  can  be  as  truly 

3     said  of  the  commercial  side  of  Trade  Unionism. 

5         As  we  know  it  to-day.  Trade  Unionism  has  made  rapid 

strides,  and  it  offers  inducements  to  studious  young  people 
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6  PREFACE 

to  turn  their  attention  to  its  problems,  for  it  is  a  means 
by  which  those  who  speciaHse  in  it  may  ultimately  rise  to 
fame  ;  in  fact,  it  is  now  being  regarded  as  a  stepping-stone 
to  Parliamentary  honours,  some  of  its  exponents  having 
already  attained  Cabinet  rank. 

But  those  who  choose  this  sphere  for  the  avenue  of  their 
ambitions  have  hitherto  given  little,  if  any,  attention  to 
that  part  of  the  work  which  this  book  deals  with,  although 
it  claims  the  greater  portion  of  their  attention  when  they 
have  attained  the  rank  of  permanent  officials.  They  have 
usually  spent  lavishly  of  their  time  in  studying  Industrial 
History,  Economics,  Politics,  and  Social  Questions,  all  of 
which  are  aids  to  the  efficient  prosecution  of  such  work  ;  but 
when  taking  up  their  duties  as  Trade  Union  officials  they 
have  been  often  ignorant  of  the  most  elementary  rules  of 
business  procedure,  to  their  own  detriment  and  that  of  the 
Unions  they  serve. 

The  principal  reason  I  assign  to  this  omission  is  that  they 
have  been  afforded  little  opportunity^  of  making  a  close  study 
of  this  branch,  inasmuch  as  the  provision  of  suitable  text- 
books, specially  designed  for  Trade  Union  work,  has  not 
been  accomplished,  the  ordinary  books  dealing  with  Business 
Methods,  Book-keeping  and  Accountancy  being  unsuitable 
on  account  of  their  dealing  with  purely  commercial  and 
trading  operations,  so  that  little  advantage  is  to  be  gained 
from  them. 

Now,  in  consequence  of  having  spent  many  3'ears  in  the 
business  world,  and  having  given  a  vast  amount  of  study  to 
the  wide  and  complicated  subject  of  Commerce — as  evidenced 
by  my  examination  qualifications — and  having  spent  the 
last  ten  years  in  the  office  of  a  large  and  important  Trade 
Union,  being  responsible  for  its  office  organisation,  acting 
as  its  Treasurer  for  a  number  of  years,  and  benefiting 
by  experience  in  every  department  of  its  work,  including 
Secretarial,  Treasury,  Accounting,  Compensation,  Arbitra- 
tion, I  considered  that  I  was  in  an  advantageous  position 
to  supply  a  suitable  text  book,  which  would  not  only  assist 
those  who  are  preparing  for  the  work,  but  also  those  who 
already  hold  official  positions,  to  carry  out  their  duties  more 
efficiently. 

Joseph  Lynch. 

Laxev  House, 
Tennyson  Avenue, 
Chesterfield. 
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BUSINESS  METHODS 

CHAPTER  I 

FILING,   INDEXING  AND  COPYING 
CORRESPONDENCE,  ETC. 

It  is  of  the  utmost  importance  that  all  letters,  documents, 
etc.,  used  in  the  conduct  of  any  business  should  be  carefully 
preserved,  and  be  easily  accessible,  and  this  applies  equally 
to  Trade  Unions.  It  is  often  necessary  to  turn  up  letters 
received,  and  the  copies  of  the  replies,  agreements,  or  other 
documents,  long  after  they  are  first  dealt  with,  and  therefore 
it  is  only  by  systematic  filing  that  this  can  be  accomplished 
with  ease  and  certainty. 

Informal  agreements  are  found  to  be  contained  in  a 
series  of  letters,  anchinterpretations  of  agreements  containing 
ambiguous  terms  are  often  the  subject  of  correspondence  ; 
the  final  settlement  between  the  two  parties  of  an  Arbitra- 
tion Award  may  be  arrived  at  through  the  medium  of  a 
number  of  letters,  and  therefore  much  time  and  attention 
should  be  given  to  this  branch  of  ofiice  work. 

INWARD    CORRESPONDENCE 

It  is  preferable  for  the  principal  official  to  open  all  letters 
received  which  are  addressed  generally  to  the  Association, 
which,  after  perusal,  he  will  distribute  to  their  appropriate 
departments.  Those  that  are  addressed  to  particular 
persons  or  departments  may  be  dealt  with  by  those  persons, 
or  heads  of  the  departments.  In  many  offices  it  is  usual  for 
one  person  to  open  all,  and  then  arrange  for  their  distribu- 
tion, and  this  is  a  good  plan  where  practicable,  for  the  whole 
of  the  correspondence  may  then  be  entered  in  one  Letters 
Received  Book. 

On  being  opened,  it  is  advisable  to  stamp  all  letters  and 
enclosures  with  a  rubber  dating  stamp,  and  a  brief  record  of 
each  made  in  a  Letters  Received  Book.  If  this  record  is 
accurately  kept   it   is   very  valuable  ;    in  cases  where  the 

II 
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receipt  of  a  letter  is  in  dispute  it  decides  the  point.  The 
records  in  this  book  may  be  made  by  a  junior,  the  brief 
particulars  being  dictated  as  the  letters  are  opened.  The 
book  may  be  ruled  as  follows  : — 


Date 


Address 


I'arliculars 


The  letters  may  be  numbered  in  rotation  and  an  extra 
column  provided  showing  to  whom  they  were  handed  for 
attention.  The  book  might  also  be  ruled,  so  as  to  serve  the 
purpose  of  a  Postage  Book  for  recording  the  dispatch  of 
letters,  parcels,  telegrams,  etc.,  the  right-hand  page  of  which 
would  appear  as  follows  : — 


£ 


Brought  forward. 


Broutrht  forward. 


£ 

s. 

d. 

5 

4 

S 
II 

- 

6 

8 

2 

4 

2 

6 

A    Branch,    2d.  ;     B    I'ranch,    3d.  ;    Staveley 
Co.,  6d.  .... 

Calling  Executive  Meeting,  12  (a<  id.  . 

Registered  Letters  :   E  Branch  ;  F  Branch 

Telegrams,  Butterley  Co. 

Parcels  :  C  Branch  is.  ;  D  Branch,  is.  6d. 

In  this  way  the  record  of  each  day's  outward  corre- 
spondence is  on  the  opposite  page  to  that  of  the  inward 
correspondence.  The  cash  received  and  the  amount  ex- 
pended for  each  day's  postage  is  totalled  at  the  end  of  the 
day  and  carried  forward  day  by  day  for  a  week,  when  it  is 
balanced,  the  balance  in  hand  being  made  up  on  the  Imprest 
System — see  page  164,  "Accountancy  Section" — to  the 
original  sum,  to  begin  a  new  week. 

A  word  might  conveniently  be  said  here  about  the  method 
of  dealing  with  this  correspondence  by  each  person  upon  whom 
the  duty  devolves.  It  is  well  to  have  a  coloured  pencil  in  use, 
and  as  the  letters  are  read,  the  important  points  should  be 
underlined,  specially  important  points  being  doubly  under- 
lined. This  serves  as  a  precis,  and  obviates  the  necessity  of 
re-reading  the  whole  of  the  written  matter  when  dictating  or 
writing  the  replies. 
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LETTER  WRITING 

Nowadays  the  written  communication  is  the  chief  medium 
by  which  the  affairs  of  most  businesses  are  conducted,  and 
this  is  no  exception  in  the  case  of  Trade  Unionism  ;  yet  in  the 
use  of  this  medium  many  are  ill-trained,  and  it  is  the  purpose 
of  this  chapter  to  deal  with  some  of  the  more  common  errors 
general^  met  with. 

There  is  great  art  in  the  ability  to  dictate  or  write  a  good 
commercial  letter,  and  this  can  only  be  acquired  by  careful 
study  and  much  practice.  There  is  a  vast  difference  between 
the  ability  to  convey  one's  thoughts  to  a  public  audience 
and  that  of  conveying  them  by  means  of  written  matter. 

As  a  rule,  the  words  employed  are  used  with  a  precise 
and  definite  meaning,  and  when  a  word  is  repeated  it  should 
be  used  in  the  same  sense.  The  parts  of  a  sentence  should 
be  arranged  in  order  to  leave  no  doubt  as  to  their  meaning. 
Newly  coined  words  should  be  avoided,  as  also  should  slang 
words. 

PARAGRAPH 

A  paragraph  is  a  combination  of  sentences  having  reference 
to  one  topic  in  order  to  give  consecutiveness. 

The  sentences  should  follow  in  regular  order,  so  as  to  carry 
on  without  digression  the  line  of  thought.  In  order,  to  gain 
variety  the  sentences  in  one  paragraph  should  be  of  different 
lengths  and  differ  in  the  manner  of  construction.  Long  and 
short  sentences  should  be  intermingled  ;  but  it  is  necessary 
to  be  very  careful  when  writing  long  sentences,  as  they  are 
likely  to  lead  to  ambiguity  if  not  properly  constructed. 

As  a  rule,  the  opening  sentences  of  a  paragraph  should 
be  short,  in  order  to  arouse  the  attention  and  prepare  the 
way  for  what  is  to  follow.  A  long  sentence  in  the  nature  of 
a  winding  up  is  proper  for  the  close.  All  sentences  in  one 
paragraph  should  treat  of  one  topic,  and  when  that  topic 
has  been  fully  dealt  with  it  should  not  be  again  touched 
upon  after  other  paragraphs  upon  other  topics.  This  is  a 
common  error  with  inexperienced  writers. 

When  the  writer  and  the  receiver  are  on  friendly  terms, 
there  is  a  temptation  to  insert  subjects  foreign  to  the  business 
in  hand,  and  this  should  be  avoided.  If  any  such  friendly 
intercourse  is  intended,  it  should  form  the  subject  of  a 
separate  letter,  as  this  obviates  the  necessity  of  reading 
through  irrelevant  matter  in  case  the  letter  has  to  be  turned 
up  for  reperusal,  and  the  writer  may  not  be   sure  that  the 


14       BUSINESS  METHODS  IN  TRADE  UNIONS 

receiver   has    time    during   business   hours    for    such   com- 
munications. 

VERBIAGE 

A  very  common  error  with  some  correspondents  is  that  of 
writing  long  letters  when  shorter  ones  would  express  all  they 
have  to  say  quite  as  well.  There  is  too  much  beating  about  the 
bush.  If  you  have  anything  to  say,  say  it  straight  away,  in 
as  few  words  consistent  with  good  composition  as  possible. 
Your  meaning  will  be  conveyed  very  much  more  clearly  if 
you  do  this  than  when  using  so  many  unnecessary  words. 

HASTY   REPLIES 

Occasionally  the  temptation  is  very  strong  on  the  first 
impulse  to  write  a  hasty  reply  to  a  letter  which  has  not  a 
pleasant  tone. 

Often  replies  written  in  this  strain  cause  much  regret 
afterwards  when  one's  feelings  have  again  reached  normrl. 
When  compelled  to  write  in  this  strain  it  is  well  that  the 
letter  lie  until  the  next  day  before  being  posted,  when  prob- 
ably its  character  will  be  changed  or  it  may  not  even  be 
posted  at  all. 

STYLE   AND   EXPRESSION    IN    CORRESPONDENCE 

This  should  be  natural ;  the  writer  will  do  well  to  adhere 
as  far  as  possible  to  the  style  used  when  he  is  conversing 
with  a  person.  He  will  convey  his  thoughts  far  more  clearly 
than  if  he  endeavours  to  use  a  style  he  is  not  accustomed  to 
when  conversing,  and  introducing  language  the  meaning  of 
which  he  is  not  altogether  sure  of.  At  the  same  time  the 
words  chosen  should  be  courteous  and  maintain  tlie  degree 
of  respect  due  to  the  person  addressed,  and  anything  in  the 
nature  of  abruptness  should  be  avoided,  as  it  may  be 
obnoxious  to  the  reader. 

A  letter  containing  an  enclosure  should  explain  what  the 
enclosure  is,  and  if  containing  a  remittance,  the  amount  and 
the  form  it  is  in  should  be  stated.  The  enclosure  should  be 
folded  and  placed  within  the  letter  separately.  To  remind 
the  person  making  up  the  letters  it  is  usual  to  write  at  the 
head  of  the  letter  "  Enclosure  "  and  the  number,  or  in  some 
cases  a  dash  is  made  in  the  margin  opposite  the  mention  of 
it,  as  a  reminder. 

When  mentioning  the  amount  of  money  in  a  letter  it  is 
usual  to  repeat  the  amount  in  numerals  in  parenthesis  after 
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writing  the  amount  in  words,  thus  :  Five  hundred  and  twenty 
pounds  (£520). 

It  is  well  to  write  at  the  head  of  each  communication  the 
subject  with  which  it  deals,  either  in  capitals  or  lower-case 
(small  letters)  underlined,  as  follows  : — 

Dear  Sir, 

Non-Union  Men,  Britain  C()llit'r\- 


If  it  is  a  reply  to  a  letter  which  gi\es  a  reference  number, 
this  should  also  be  quoted  at  the  head  ;  it  is  of  material 
assistance  to  those  to  whom  it  is  addressed  and  to  the  writer, 
as  the  subject  of  a  letter  may  be  seen  at  a  glance  when  it  is 
first  opened  or  turned  up  afterwards. 

If  it  is  necessary  to  mention  some  other  matter  in  the 
letter,  a  separate  heading  should  be  used.  It  is  necessary 
to  know  how  to  write  English  clearly,  correctly,  and  in  a 
business-like  manner.  There  are  many  good  books  specially 
devoted  to  Commercial  Correspondence,  from  which  the 
reader  would  derive  benelit.' 

THE    BEGINNING    OF   LETTERS 

The  following  are  examples  of  words  used  at  the  beginning 
of  letters ;  they  emphasize  tlie  matter  which  is  to  be  the 
subject  of  the  letter  : — ■ 

Referring  to  your  request  for  an  interview,  .  .  . 

We  beg  to  advise  you  that  our  representative  will  call  upon 
you  on  the  4th  instant. 

Adverting  to  our  conversation  on  the  nth,  .  .  . 

In  answer  to  your  letter  of  the  21st,  .  .  . 

We  are  in  receipt  of  your  letter  of  the  loth  instant,  stating 
that  you  cannot  accede  to  our  request  in  the  matter  of 
reinstating  John  Jones,  a  workman  in  your  employ,  until 
the  charges  against  him  are  cleared  up. 

With  reference  to  item  number  21  on  your  proposed 
price  list  received  to-day,  we  beg  to  confirm  our  telegram  of 
to-day,  which  ran  as  follows  : — 

With  reference  to  our  con\'ersation  at  3'our  ol'tice  yesterday 
as  to  the  payment  of  back  money  to  the  two  workmen,  .  .  . 

We  are  unable  to  grant  your  request  for  an  interview  on 
the  question  of  Easter  hohdays. 

The  word  "  same  "  is  too  often  used  in  correspondence, 
and  it  would  be  well  to  abolish  its  use  altogether. 
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Eor  instance,  we  find  it  used  in  such  cases  as  the  following : — 

We  are  in  receipt  of  your  letter  of  the  21st,  and  beg  to 
thank  you  for  same. 

This  would  read  much  better  if  it  were  as  follows  : — 

We  are  in  receipt  of  your  letter  of  the  21st,  for  which  we 
thank  you. 

And  again  : 

We  have  your  letter  of  the  17th  instant  enclosing  copy  of 
proposed  price  list  and  will  carefully  peruse  same. 

This  would  be  improved  if  written  : 

We  have  your  letter  of  the  17th  instant  enclosing  copy  of 
the  proposed  price  list,  which  we  will  carefully  peruse. 


THE    CLOSING    OF    LETTERS 

In  closing  a  letter  it  is  well  to  give  the  reader  the 
impression  of  the  result  the  writer  expects  from  his 
communication,  such  as : 

Awaiting  the  favour  of  your  reply,  .  .  . 
Trusting    the    proposed   price   list  will   meet  with  your 
acceptance,  .  .  . 

With  many  thanks  for  your  prompt  settlement,  .  .  . 

The  signature  should  be  legible ;  it  seems  to  be  con- 
sidered to  be  "  the  thing "  to  make  it  as  illegible  as 
possible. 

When  the  name  of  the  Union  is  signed  by  an  official  of 
the  Association,  the  following  form  should  be  adopted  ; — 

For  the Union. 

John  Brown, 

General  Secretary. 

"  Per  pro."  is  frequently  used  when  signing  on  behalf  of 
another  person,  or  group  of  persons,  but  strictly  speaking  its 
use  is  incorrect,  except  where  a  per  procurationem,  or  power 
of  attorney,  has  been  granted,  empowering  a  person  to 
conduct  the  affairs  of  another  person,  or  group  of  persons. 

Where  per  pro.  is  used  the  signature  should  be 

per  pro Union. 

John  Brown, 
General  Secretary. 


FILING,  INDEXING,  ETC.  17 

Argumentation.  Generally  speaking,  letters  should  not 
be  argumentative,  as  arguments  waste  time,  especially  when 
the  writer  is  expecting  eventually  to  meet  on  deputation  the 
person  he  is  corresponding  with,  as  is  often  the  case.  The 
arguments  are  better  left  until  the  time  arrives  when  the 
opponent  will  have  to  meet  them  unexpectedly  without 
the  advantage  of  long  consideration. 

COMPLAINTS 

These  include  complaints  as  to  payment  of  wages,  quality 
of  materials,  overdue  back-money,  conditions  of  work,  and 
any  complaints  common  to  the  Union  on  behalf  of  which 
one  is  writing.  The  strength  of  the  language  used  should 
be  measured  by  the  circumstances.  The  style  should  be 
formal,  to  the  point  and  courteous. 

OFFERS   AND    ACCEPTANCES 

Where  an  offer  is  made  or  an  acceptance  of  an  offer  is 
communicated,  care  should  be  taken  that  every  detail  of 
the  terms  is  accurate.  Carelessness  in  this  respect  may 
cause  considerable  trouble  and  disputes. 

REQUESTS 

The  request  should  clearly  state  what  is  asked  for,  so  that 
no  trouble  may  exist  in  the  mind  of  the  reader  as  to  what 
is  requested. 

REVISION 

To  revise  what  one  writes  is  not  a  mark  of  weakness.  It 
is  often  the  boast  of  writers  that  they  write  at  first  hand  all 
they  have  to  say  and  to  flatter  themselves  on  the  quality  of 
their  writing. 

These  people  are  too  obstinate  in  their  pride  ever  to  dis- 
cover by  revision  the  faultiness  of  their  work.  Of  course 
in  the  shorter  or  simpler  of  business  communication  there  is 
no  reason  why  the  ordinary  commercial  writer  should  not  be 
able  to  reel  them  off  quickly  and  well  by  constant  practice. 

COPYING   LETTERS 

An  exact  copy  of  all  outward  correspondence  must  be 
made  prior  to  its  dispatch.     This  is  necessary  in  order  that 
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full  particulars  of  everything  that  has  been  written  by  the 
Union's  officials  may  at  all  times  be  accessible.  As  has 
been  noticed,  a  letter  may  form  part  of  a  written  contract, 
and  if  it  is  disputed,  the  issue  is  decided  by  the  terms  of  the 
letters  or  other  documents  embodying  the  contract.  It  is 
highly  important,  therefore,  that  all  outward  letters  should 
be  copied. 

Letters  may  be  copied  in  one  of  three  ways :  by  (i)  The 
Copying  Press  ;  (2)  Carbon  Paper  ;  and  (3)  The  Rotary 
Copier. 

THE    COPYING    PRESS 

This  is  the  oldest  method  of  copying  letters  and  is  not  now 
so  generally  in  use,  being  superseded  by  the  carbon  or  rotary 
method.  The  necessary  outfit  consists  of  (i)  A  Letter  Book, 
consisting  of  a  number  of  tissue,  porous  leaves,  which  are 
numbered  in  rotation,  and  strongly  bound,  with  an  alpha- 
betical index  at  the  beginning  of  the  book  ;  (2)  Oil  Sheets  ; 
(3)  Drying  Sheets  ;  (4)  Water  Wells  ;  (5)  Damping  Brush  ; 
(6)  Copjdng  Press. 


TO   COPY  A   HAND-WRITTEN   LETTER 

Turn  to  the  last  used  leaf  of  the  book  and  place  an  oil 
sheet  on  the  back  of  it  ;  the  next  leaf,  on  which  the  letter  is 
to  be  copied,  is  turned  on  to  the  oil  sheet.  The  brush  is  then 
wetted  and  drawn  lightly  across  the  leaf,  with  the  exception 
of  the  numbered  corner,  which  is  left  dry,  as  is  also  the  whole 
length  of  the  leaf  at  the  inner  edge,  near  the  binding.  A 
drying  sheet  is  then  placed  over  the  wetted  leaf,  and  over 
the  sheet,  another  oil  sheet.  The  book  is  then  closed, 
placed  in  the  press,  and  subjected  to  sufficient  pressure  to 
enable  the  drying  sheet  to  absorb  the  superfluous  moisture. 
Care  is  necessary  in  placing  the  book  in  the  press  to  prevent 
the  binding  being  injured,  so  that  the  back  of  the  book  must 
be  kept  just  outside  the  press.  The  book  is  taken  out  of  the 
press,  the  drying  sheet  removed,  and  the  letter  to  be  copied 
placed  face  downwards  on  the  back  of  the  damp  sheet.  The 
book  is  again  put  in  the  press  for  a  few  seconds,  and  when  the 
letter  is  removed  it  will  be  found  that  there  will  be  a  facsimile 
copy  on  the  damp  leaf.  The  oil  sheets  should  be  left  in  the 
book  to  prevent  the  damp  leaf  from  making  the  other  leaves 
damp.  Care  must  be  taken  in  damping  the  leaf  to  the  right 
degree  ;  if  too  dry  the  copy  will  be  faint  ;  if  too  wet  the 
copy  will  be  blurred  ;    but  with  practice  this  difficulty  is 
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overcome.     It  is  also  necessary'  to  write  the  original  with 
copying  ink. 

TO   COPY   A   TYPED   LETTER 

The  letter  must  be  typed  with  a  copying  ink  ribbon  or  pad. 
A  copying  bath  is  used,  containing  a  number  of  damp  linen 
or  rubber  sheets.  In  this  case  the  sheet  takes  the  place  of 
the  brush  and  is  laid  on  the  oil  sheet,  the  leaf  of  the  letter 
book  being  turned  over  on  to  it.  The  letter  to  be  copied  is 
placed  face  downwards  on  the  back  of  the  tissue  leaf  and  an 
oil  sheet  placed  on  the  back  of  the  letter,  when  the  book  is 
closed  and  inserted  in  the  press  for  a  few  minutes.  As  the 
ribbon  of  a  typewriter  does  not  transfer  so  much  ink  to  the 
paper,  in  order  to  get  a  good  copy  the  pressure  should  be 
firmer  and  longer  than  in  the  case  of  a  hand-written  letter. 

LOOSE    PRESS   COPIES 

When  a  second  copy  of  a  letter  is  required,  it  may  be 
obtained  by  placing  a  loose  sheet  of  tissue  paper  in  front  of 
the  leaf  of  the  letter  book  on  which  the  letter  is  to  be  copied. 
The  loose  leaf  will  then  receive  a  second  impression.  The 
same  procedure  is  necessary,  except  that  greater  moisture 
and  pressure  are  required. 

CARBON   COPYING 

This  method  is  more  modern  than  the  press  copying.  It 
is  quicker,  less  expensive  and  cleaner,  the  copy  being  made 
at  the  same  time  as  the  letter  is  being  typed.  At  least  half- 
a-dozen  copies  may  be  made  at  one  operation,  and  it  facili- 
tates filing,  as  the  reply  may  be  filed  away  with  the  inward 
letter,  or  may  be  copied  on  the  back  of  it.  This  method  has 
one  disadvantage  compared  with  the  rotary  and  press- 
copying  methods — viz.  that  the  copy  may  differ  from  the 
original  in  that  it  does  not  record  the  alterations,  unless  they 
are  made  on  the  copy  afterwards,  nor  does  it  contain  the 
signature  of  the  writer.  From  a  legal  point  of  view,  carbon 
copies  are  not  good  evidence,  being  on  loose,  unbound  sheets, 
and  with  the  above  omissions,  so  that  it  is  not  infrequently 
that  firms  who  use  the  carbon  method  also  resort  to  press 
copying.  To  obtain  a  carbon  copy,  a  thin  sheet  of  paper  is 
placed  behind  the  letter  heading  and  a  sheet  of  carbon  of 
the  desired  colour  is  inserted  between  the  two.  The  three 
sheets   are  then  inserted  in  the  typewriter  and  the  letter 
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typed  in  the  usual  way,  the  impression  of  the  type  causing 
the  carbon  to  give  an  exact  duphcate  of  the  letter  upon 
the  thin  sheet,  no  extra  pressure  being  necessary  upon  the 
typewriter  keys. 

MANIFOLD   BOOKS 

In  Trade  Union  work  Manifold  Books  are  extensively 
used.  The  branches  use  them  for  correspondence  with  Head- 
quarters, members,  and  employers,  and  they  are  used  at 
Headquarters  for  receipts  for  money  received  from  the 
branches,  transfers,  compensation  claims,  etc.  A  separate 
book  is  kept  for  each  class  of  document,  the  leaves  generally 
being  numbered.  The  books  consist  of  a  number  of  leaves, 
printed  according  to  requirements,  which  are  perforated 
along  the  inner  bound  edge,  so  that  they  may  be  detached 
and  interleaved  with  thin  leaves,  which  remain  in  the 
binding.  Between  the  detachable  leaf  and  the  fixed  leaf  is 
inserted  a  piece  of  carbon  paper.  The  writing  is  done  with 
a  hard  pencil  or  stylo  pen  upon  the  thin  leaf,  the  carbon 
conveying  the  impression  on  to  the  detachable  one,  which  is 
then  torn  out,  the  thin  leaf  remaining  for  reference.  As 
each  book  is  filled  it  may  be  numbered  and  stored  away  in 
a  convenient  place. 

ROTARY   COPYING 

This  is  the  most  modern  and  perhaps  the  best  method  of 
copying,  and  is  done  by  means  of  a  machine.  The  paper  on 
which  the  copies  are  to  be  taken  is  specially  prepared,  and 
done  up  in  rolls.  No  water  is  required.  A  roll  of  the  paper 
is  placed  in  the  machine,  and  the  letters  to  be  copied  are 
simply  fed  into  the  machine  one  after  another,  emerging  at 
the  other  side,  having  left  the  copy  on  the  roll.  When  all 
letters  for  the  day  have  been  so  copied,  they  are  cut  off  the 
roll  by  a  guillotine-like  arrangement  on  the  machine,  and 
are  ready  for  binding  in  book  form  or  for  filing  away  with 
the  inward  correspondence.  All  corrections  made  on  the 
original  and  the  signature  appear  on  the  copy. 

CARBON  COPIES  OF  LETTERS 

When  the  typewriter  is  used,  and  there  are  several  officials 
conducting  correspondence,  it  is  necessary  to  separate  the 
carbon  copies,  for  filing  purposes.  To  facilitate  this,  the 
copies  should  be  taken  on  coloured  paper,  one  colour  being 
allotted  to  each  official  or  department.  It  will  not  then  be 
necessary  to  type  the  initials  of  the  writer  or  department  they 
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belong  to,  and  classification  is  easy.  This  colour  system 
may  be  used  to  distinguish  branch  correspondence  from 
correspondence  with  employers  and  both  from  miscellaneous 
correspondence.  When  filing  gets  in  arrears,  and  there  are 
many  copies  in  the  basket,  if  any  particular  copy  is  required, 
this  colour  classification  saves  time  in  the  work,  as  only 
those  of  the  colour  allotted  to  the  particular  class  need  be 
examined.  This  system  is  of  great  assistance  throughout 
the  "  life  "  of  the  correspondence.  Around  the  Conference 
table,  for  instance,  where  correspondence  is  necessary  to 
prove  a  case,  in  a  batch  of  it,  the  letters  to  the  employers  on 
the  subject  stand  out  clearly  from  those  to  the  branches. 

To  economise  in  the  use  of  paper  for  copies,  where  letters 
received  are  written  on  quarto-size  paper,  a  good  plan  is  to 
use  the  back  of  each  letter  for  the  carbon  copy  of  the  reply. 
Where  typewritten  as  the  letters  are  dictated,  they  may  be 
laid  face  downwards,  and  when  turned  over  will  be  in  the 
same  order  as  the  notes  of  the  replies  in  the  notebook.  In 
addition,  this  method  minimises  the  time  taken  up  in  filing, 
as  the  letters  inwards,  when  filed,  contain  a  copy  of  the  reply, 
and  thus  only  one  sheet  of  paper  is  handled  for  the  two 
communications.  To  the  reader  of  the  correspondence  also, 
say  at  a  committee  meeting,  or  a  conference  with  the  em- 
ployers, this  is  an  advantage  ;  the  letter  received  being  read, 
it  is  merely  necessary  to  turn  over  to  read  the  reply. 

In  addition  to  the  use  of  paper  of  diffsrent  colours  for 
copies,  carbons  of  different  colours  may  be  used  for  a 
further  classification  if  desired,  according  to  the  importance, 
official,  or  department  concerned.  For  instance,  it  may  be 
necessary  to  clear  the  files  at  certain  intervals  ;  but  as  some 
of  the  correspondence  is  of  greater  importance  and  frequently 
required  for  a  longer  period,  it  might  be  copied  with  red 
carbon,  so  that  when  clearing  the  files  of  other  letters,  these, 
by  reason  of  their  not  having  been  finally  disposed  of,  may 
be  required  to  remain  for  a  further  period. 

INDEXING  THE  LETTER  BOOK 

In  order  to  be  able  to  find  quickly  the  copy  of  any  letter 
to  which  it  may  be  necessary  to  refer,  there  are  some  pages 
of  ordinary  paper  bound  up  at  the  beginning  of  the  letter 
book,  each  page  being  partly  cut  away  so  as  to  expose  the 
letters  of  the  alphabet.     This  is  called  the  Index. 

If  a  letter  to  Malson  &  Co.,  Manchester,  has  been  copied 
on   the   leaf   numbered  5   in  the  letter  book,  it  would  be 
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necessary  to  turn  to  this -page  of  the  index  labelled  "M," 
and  on  the  first  empty  line  write 

Malson  &  Co.,  Manchester,  5. 

Should  other  letters  be  written  to  Malson  &  Co.,  Man- 
chester, and  copied,  they  would  be  indexed  in  a  similar 
manner,  until  quite  an  array  of  figures  would  appear  opposite 
their  name,  thus : 

Malson  &  Co.,  Manchester,  5,  16,  25,  30,  34,  [^8, 

so  that  one  could  see  at  a  glance  on  which  leaves  of  the  letter 
book  all  the  letters  to  Malson  &  Co.  would  be  found.  The 
same  process  is  repeated  for  every  name,  care,  of  course, 
being  taken  to  place  them  upon  the  proper  index  page,  and 
to  select  the  distincti  .e  name  of  the  firm. 

In  order  to  obtain  a  more  extensive  classification  of 
names,  the  vowel  system  may  be  resorted  to,  providing  five 
subdivisions  of  each  letter  of  the  alphabet,  as 

Ba,  Be,  Bi,  Bo,  Bu. 

An  entry  is  made  in  any  one  of  the  subdivisions,  according 
to  the  first  vowel  after  the  initial  letter  of  the  work  indexed. 
A  letter  to  Bayley  Bros,  would  be  indexed  under  Ba  ;  one 
to  John  Bea-.  er  under  Be  ;  to  Binns  &  Co.  under  Bi  ;  to 
Booth,  Johnson  &  Co.  under  Bo.  ;  to  Richard  Burke  under 
Bu,  and  so  on  with  each  letter  of  the  alphabet. 

The  following  are  further  examples  of  ordinary  indexing  ; — 


Page 
A 

Andrews,  Henry  . 
Alma  Branch 
Adams,  James 
Arthur  &  Co. 

1,  4,  6,  19 

2,  8,  15,  18,  21,  29,  36 

3,  9,  17 
5,  10,  13 

Page 
B 

Page 
C 

Burns,  Jno.  . 
Beighton  Branch  . 
Britain  Branch 

Clements,  J.  W.    . 
Caswall  Branch     . 
Clay  Cross  Branch 

7,  II,  14 
12,  16,  37 
20,  25 

24,  28 

26,  31,  38 

27,  30 

Page 
D 

Danesmoor  Branch 

32,  34,  40 
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Having  by  means  of  the  index  found  one  letter  to  a 
correspondent,  any  other  letters  can  be  traced  in  either 
direction  without  the  trouble  of  referring  again  to  the  index 
if  they  are  Cross  Referenced,  as  follows  : — 

Open  the  letter  book  on  page  25.  where  a  copy  of  a  letter 
to  Malson  &  Co.  will  be  found.  In  a  properly  kept  letter 
book  there  will  be  found  on  this  page,  in  the  form  of  a 
fraction,  and  written  with  a  coloured  pencil,  the  figures  ^j^, 
indicating  that  a  copy  of  the  preceding  letter  to  Malson  &  Co. 
will  be  found  on  page  16,  and  that  the  succeeding  one  will 
be  found  on  page  30. 

If  the  letter  is  the  first  one  to  any  firm  the  numerator 
of  the  fraction  would  be  zero  ;  thus  the  first  letter  to  Malson 
&  Co.  on  page  5  of  the  letter  book  might  be  cross  referenced 
-^\,  or  the  numerator  might  be  made  to  refer  to  some  previous 
letter  book. 

When  the  copy  of  a  letter  to  a  certain  firm  is  the  last  at 
present  in  the  book,  the  denominator  of  the  cross  reference 
fraction  is  left  blank.  Thus,  so  long  as  page  34  contains 
the  last  letter  to  Malson  &  Co.  it  is  marked  ^",  but  when  that 
on  page  ^8  is  copied  into  the  book,  the  denominator  of  the 
cross  reference  on  page  34  is  completed  by  the  addition  of 
the  denominator  ^,8,  and  now  reads  -||,  and  on  page  38 
the  reference  reads  ^^. 

CARE    OF   THE'  LETTER    BOOK 

The  following  points  should  be  observed  : — 

(i)  Do  not  remove  spoilt  leaves  from  the  letter  book : 
write  "  cancelled  "  with  a  coloured  pencil,  giving 
the  reference  number  to  the  correct  copy. 

(2)  Repair  any  torn  leaves. 

(3)  Close  book  carefully. 

(4)  Copy  all  letters  on  the  back  of  the  leaves,  so  that 

they   may  be   read  on   that   side   on    which    the 
number  appears. 

FILING 

During  recent  years  business  men  have  given  marked 
attention  to  the  subject  of  filing  correspondence  and  other 
documents.  Formerly,  when  competition  was  less  fierce, 
and  consequently  margins  were  greater,  time  was  not  of  the 
importance  it  is  to-day,  and  business  men  were  of  slower 
habits.  But  with  this  quickening  in  business,  valuable 
time  cannot  now  be  lost  in  searching  for  required  letters  or 
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documents,  and  there  is  therefore  a  marked  tendency  to 
install  all  manner  of  time-saving  devices,  and  the  modern 
office  is  now  equipped  with  up-to-date  appliances  for  the 
filing  and  indexing  of  correspondence  and  documents. 

It  should  be  remembered  that  one  of  the  highest  qualities 
in  a  business  man  is  method.  Method  with  average  abihty 
is  often  more  valuable  than  genius  without  method,  and 
method  is  necessary  in  the  Trade  Union  office  as  in  the 
counting  house  of  a  large  manufacturing  concern.  An 
unmethodical  man  wastes  his  own  time  and  that  of  others, 
however  good  his  memory ;  his  want  of  method  causes 
mistakes,  delay,  etc.,  which  result  may  prove  disastrous  in 
the  case  of  the  Trade  Union.  A  methodical  man  does  not 
allow  too  many  papers  to  be  about  ;  it  is  impossible  to  avoid 
a  certain  number,  but  these  should  be  kept  in  an  "  Abeyance  " 
basket  and  looked  through  each  morning.  Before  entering 
upon  the  details  of  the  filing  system  particularly  suited  to 
the  requirements  of  Tr?,de  Unions  it  would  be  well  to  fully 
explain  the  principles  of  the  various  systems  ordinarily  in 
use,  so  that  the  reader  may  be  fully  conversant  with  them 
and  be  capable  of  working  any  of  them  if  called  upon  to  do 
so,  on  account  of  their  having  been  previously  installed  in 
his  particular  office. 

KEEPING    INWARD    CORRESPONDENCE 

It  does  not  matter  how  complicated  or  how  numerous  the 
correspondence  may  be,  it  is  quite  possible  to  file  letters,  etc.,  so 
that  any  one  may  be  immediately  turned  up  when  required. 

There  are  several  ways  of  filing  inward  correspondence  ; 
for  instance,  the  pigeon-hole  method,  the  horizontal  method, 
and  the  vertical  method.  The  first  mentioned  is  considered 
to  be  somewhat  old-fashioned,  and  has  been  to  a  great 
extent  superseded  by  the  more  modern  systems,  but  as  it 
is  still  in  use  to  a  considerable  extent,  a  few  lines  will  be 
devoted  to  it. 

The  majority  of  offices  now  contain  the  cabinet,  kept 
either  on  the  horizontal  or  the  vertical  system,  the  full 
development  of  which  is  of  recent  date,  and  practically  all 
modern  systems  are  on  the  basis  of  the  horizontal  or  vertical. 
Each  has  its  advantages,  the  horizontal  being  particularly 
suitable  for  large  documents,  such  as  plans,  etc.,  which  it  is 
advisable  to  keep  flat,  and  where  the  documents  to  be  filed 
away  take  a  consecutive  order,  permanent  from  the  first. 
Where  additions  simply  follow  earlier  filing,  the  flat  file  may 
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prove  the  more  convenient  form.  But,  generally  speaking, 
the  vertical  method  is  more  frequently  used  for  ordinary 
purposes.  Whatever  system  be  adopted,  it  cannot  work 
automatically,  the  human  element  being  the  dominant 
factor.  Where  possible,  one  person  should  be  in  charge  of 
the  filing  of  all  documents,  whose  business  it  will  be  to  see 
that  the  system  is  properly  worked  and  consequently  that 
the  file  is  always  in  proper  order. 

The  pigeon-hole  method  of  filing  is  satisfactory  in  offices 
where  the  number  of  correspondents  is  not  large  and  the 
letters  are  not  numerous.  The  file  consists  of  a  cabinet 
divided  into  about  twenty-four  compartments,  each  being 
labelled  with  one  or  more  of  the 
letters  of  the  alphabet.  The  letters 
to  be  filed  are  folded  to  a  uniform 
size  and  placed  in  the  appropriate 
compartments ;  correspondence 
from  firms  whose  distinctive  names 
commence  with  "A"  would  be 
placed  in  the  compartment  labelled 
"  A  "  ;  that  from  firms  with  names 
commencing  with  "B"  would  be 
placed  in  "  B  "  compartment,  and  so 
on.  To  keep  the  letters  in  each  com- 
partment intact,  an  elastic  band  or 
piece  of  red  tape  is  generally  used. 

It  will  be  obvious  that  a  draw- 
back to  the  use  of  this  system  of 
filing  is  the  difficulty  in  finding 
a  particular  letter  when  required. 
But  in  order  to  save  the  time  which  would  be  taken  by 
unfolding  each  letter  and  inspecting,  when  a  particular 
one  is  required,  the  letters  are  generally  endorsed  or  docketed 
before  being  filed,  which  consists  of  writing  on  the  fold  of 
the  letter  the  name  of  the  correspondent,  the  date  it  was 
written,  and  in  some  cases  a  summary  of  the  contents  of  the 
letter. 

The  special  points  to  be  observed  in  connection  with  this 
system  of  filing  are  :  (i)  See  that  the  letters  are  uniformly 
folded  so  that  the  bundles  will  not  look  untidy  ;  (2)  tear 
off  fly  leaves  which  have  not  been  written  on,  it  saves  filing 
space  and  economises  in  the  use  of  scrap  paper  ;  {3)  write 
the  docket  clearly  ;  (4)  file  the  letters  in  order  of  date,  and 
when  one  is  removed  it  should  be  replaced  in  its  original 
order  ;    (5)  the    dockets  should  be  all  at  one  end  and  the 
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Bindinsr  Case 
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writing  uppermost  ;  (6)  clear  the  file  periodically  as 
necessary,  making  the  bundles  into  a  parcel  and  storing  for 
reference  ;    (7)  keep  up  to  date  with  the  hling. 

HORIZONTAL   FILE 

The  usual  appliance  for   the  purpose  of  horizontal  filing 
consists   of   a  cabinet  containing  a  number  of  drawers  or 
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files,  each  being  marked  with  a  subdivision  of  the  alphabet, 
or  with  the  names  of  the  class  of  correspondents  to  be  filed 
therein.  The  documents  are  placed  flat  in  their  appropriate 
files  in  order  of  date,  the  whole  being  kept  in  position  by 
means  of  a  strong  spring  fitted  inside  each.  When  the  files 
are  full,  the  contents  are  usually  transferred  to  binding 
cases,  suitably  labelled,  and  stored  away  for  future  reference. 
When  such  a  file  is  used,  whether  for  correspondence,  re- 
ceipts, invoices,  etc.,  it  is  usually  provided  with  an  index,  and 
the  documents  are  filed  under  their  appropriate  alphabetical 
subdivisions. 

This  method  will  be  found  sufiicient  to  cope  with  a  large 
volume  of  correspondence ;  in  such  a  case  there  may  be  a 
file  for  each  letter  of  the  alphabet,  which,  if  subdivided  on 
the  following  principle,  will  provide  for  a  very  extensive 
classification.     The  letter  C  will  be  taken  as  illustration  : — 

Caq  to  Cak,  Cal  to  Cam,  Can  to  Cap,  Cue/  to  Car,  Cas, 
Cat  to  Caz,  Ce,  Chas,  Che  to  Ci,  Cla,  Cle  to  C/y, 
Coa  to  Coi,  Cok  to  Col,  Com  to  Con,  Coo,  Cop  to  Cos, 
Cra  to  Cre,  Cri  to  Cry,  Cua  to  Cut,  Cum  to  Cy. 
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Or  the  system  of  vowel  subdivision  may  be  resorted  to, 
as  explained  on  page  22. 

In  addition,  the  well-known  Stolzenberg  system  is  on  the 
horizontal  principle.  This  is  extensively  used,  and  will  be 
fully  explained  later. 

THE    VERTICAL    SYSTEM 

In  its  simplest  form  this  consists  of  a  deep  drawer  or  box 
containing  a  number  of  folders  made  of  stiff  manilla  paper, 
which  when  folded  is  similar  to  the  cover  of  an  exercise  book, 
but  with  the  back  part  slightly  higher  than  the  front,  so 
that  the  name  or  number  of  the  correspondent  or  subject, 
when  written  on  the  back,  shows  above  the  level  of  the  front 
part,  and  the  papers  enclosed  in  the  folder. 

Supposing  the  Union  has  two  hundred  and  fifty  regular 
correspondents,  there  will  be  a  folder  reserved  for  each  of 
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Folder  for  \'eriical  .System. 

these,  the  name  of  each  being  written  on  the  projecting 
edge,  as  explained.  These  folders  would  then  be  arranged 
in  alphabetical  order  and  placed  in  an  upright  position  in 
the  filing  cabinet  or  drawer.  It  is  the  duty  of  the  person  in 
charge  of  this  work  to  see  that  each  correspondent's  letters 
are  placed  in  the  folder  set  apart  for  him,  and  in  order  of 
date,  the  carbon  copies  of  the  replies  being  filed  away  with 
them. 

Now,  there  being  two  hundred  and  fifty  folders,  it  is 
apparent  that  to  find  any  particular  one  may  take  considerable 
time,  so  in  order  to  facilitate  reference  to  each,  cards,  known 
as  guide  cards,  are  inserted,  each  having  a  tab  projecting 
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Vertical  File  Cal)iiit-t  on  Alphabetical  System. 


Alphabetical  Guide  Cards  in  \'ertical  Cabinet. 
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on  which  is  printed  a  letter  of  the  alphabet.  The  use  of 
these  guides  is  as  follows  : — 

Behind  the  card  marked  "  A  "  would  be  placed  all  the 
folders  of  correspondents  whose  distinctive  names  begin 
with  A  ;  all  those  commencing  wdth  "  B,"  such  as  Ball, 
Brown,  Burton,  etc.,  would  follow  the  "  B  "  guide  card. 

From  this  it  will  be  seen  that  in  order  to  find  any  particular 
folder  all  one  has  to  do  is  to  look  through  those  which  follow 
the  appropriate  guide  card.  If  a  more  extensive  classifica- 
tion is  desired,  an  additional  guide  card  may  be  inserted  for 
each  vowel  in  connection  with  each  letter  of  the  alphabet — 
Ba,  Be,  Bi,  Bo,  Bu — or  subdivision  may  be  resorted  to,  as  in 
the  following  illustration. 


no  riz  ^  r^,   ^-^    '\R>t->Ri 

,^J  Q       Pa-Ph    ..P«-Q      Ha-«. 


Mo  My  V  _^  nflr         Me  Mff 

r   La-Lh      L.    Ly  ^    _         Ka  Kh   x^i-Kz 


Ma 

He  Hn  x /^oH^  ^  ^^ 

Gr^       Go~Gz 
Fa-Fi     V         *  r>      r\  r 

Cl-Ccn,^"—  _  Ca-Ci 

^     .        ,Ba-B„     Bi-Bh    B-o-B- 


1 


Ravii'a'ii  B>-ps. 


Alphabetical  Guide  Cards  subdivided. 


NUMERIC    FILING 


Instead  of  having  the  names  of  correspondents  and 
subjects  written  on  the  folders,  numbers  may  be  used,  in 
which  case  the  folders  are  subdivided  by  guide  cards  bearing 
numbers,  say,  one  for  each  10,  50,  or  100.  Where  this 
method  is  adopted  a  card  index  becomes  necessary  ;  the 
use  of  this  valuable  time-saver  in  connection  with  the  needs 
of  a  Trade  Union  will  be  explained  later. 

A  few  rules  which    should    be    observed  with   any  filing 
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system  are  :  (i)  File  every  letter  received  on  the  day  when 
the  reply  is  sent,  or  if  no  reply  is  necessary,  on  the  day  of 
receipt.  (2)  Every  letter  withdrawn  from  the  file  should 
be  returned  the  same  day  to  its  proper  place.  (3)  If  a 
folder  is  removed  from  the  file  temporarily,  a  coloured  card 
should  be  inserted  to  call  attention  to  the  fact,  and  if  thought 
advisable,  the  name  of  the  person  taking  it,  and  the  date 
might  be  written  on  the  card. 


CARD    INDEX 

This  index  consists  of  a  long  narrow  drawer  containing  a 
number  of  small  cards  placed  in  an  upright  position  and 


Two-Drawer  Card  Cabinet. 

arranged  consecutively  from  A  to  Z.  Generally  a  hole  is 
punched  in  each  card,  through  which  is  passed  a  rod  which, 
when  adjusted,  prevents  the  index  cards  from  falling  out  or 
being  taken  out.  In  the  case  of  there  being  no  rod,  one  of 
the  top  corners  of  each  card  should  be  cut  off,  so  that  when 
cards  are  being  replaced  they  may  not  be  placed  upside 
down,  the  cut  corner  denoting  the  top  ;  it  is  very  annoying 
when  looking  up  a  card  to  find  a  number  of  them  upside 
down.  On  each  of  the  cards  is  written  the  name  and  address 
of  a  particular  correspondent,  together  with  the  number  of 
the  folder  in  which  his  correspondence  is  kept.  When  it 
becomes  necessary  to  turn  up  a  certain  correspondent's 
letters,  reference  must  first  be  made  to  the  index,  in  order  to 
ascertain  the  number  of  the  folder,  which  can  then  be  easily 
located  in  the  file.  To  enable  reference  to  be  made  quickly 
to  any  card  in  the  drawer,  guide  cards  are  introduced,  on 
the  same  principle  as  explained  on  page  27  in  connection 
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with   Vertical    Filing.     The   illustrations   show    the   simple 
alphabetical  system   and    the   vowel    subdivision    system. 


Hiohoido^] 


Card  Index  arranged  Alphabetically. 


f^t^^^ 


i>loizfn/>e>i;\ 


Card  Index  with  \'uwel  Subdivision. 


It  will  be  found  that  the  person  in  charge  will  become 
so  familiar  with  the  regular  correspondents'  folder  numbers 
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that  reference  to  the  index  will  be  only  occasionally  necessary. 
When  filing  by  this  method,  each  day  all  the  documents  to 
be  filed  should  be  collected  and  arranged  in  alphabetical 
order ;  then  with  the  card  index  at  your  left-hand  side  take 
each  letter,  find  the  number  of  the  folder,  from  the  index 
write  the  number  on  the  letter  and  place  it  face  downwards  on 
one  side.  Having  treated  all  the  letters  in  this  way,  rearrange 
them  in  numerical  order,  and  they  are  then  in  order  for 
dropping  into  their  appropriate  folders.  It  is  usual  to  have 
a  "Sundries"  folder  for  the  correspondence  of  firms  the 
extent  of  which  does  not  warrant  the  use  of  a  separate  folder. 

In  addition  to  being  used  for  correspondence,  the  card 
index  may  be  used  for  many  purposes,  such  as  the  recording 
of  particulars  of  employers,  costs,  statistics,  reports,  agree- 
ments, members,  branches,  etc.  ;  in  fact  its  uses  are  practi- 
cally inexhaustible  and  are  being  extended  almost  daily.  In 
many  Government  Departments  elaborate  systems  based  on 
its  use  are  installed. 

In  adapting  the  card  index  to  the  requirements  of  a  Trade 
Union  the  following  particulars  concerning  each  branch 
should  be  ascertained  and  entered  on  that  branch's  card  : — 

Name  of  Branch Number  of  Branch 

Number  of  Folder 

Name  of  Secretary  and  full  postal  address 

Nearest  Money  Order  Office 

Nearest  Telegraph  Office 

Nearest   Railway    Station,  and   distance   from    Secretary's   address 

Is  he  within  parcels  delivery  limit? 

Is  there  a  public  telephone  handy,  and  if  so,  number 

Whether  afternoon  and  Sunday  delivery  of  letters 

Place  and  hours  of  Secretary's  work,  and  whether  he  is  permitted 
to  use  the  telephone  at  the  works  ;    if  so,  telephone  number 

Number  of  members  of  branch 

President's  name,  postal  address,  and  place  of  employment 


Treasurer's  name,  postal  address,  and  place  of  employment. 


Name  and  address  of  delegate  to  Council  meeting 

Whether  he  has  Sunday  and  afternoon  delivery  ol  letters 

His  nearest  Telegraph  office 

Place  of  work  and  telephone  number  if  he  can  be  communicated 

with  by  this  means 

Names   and  addresses   of   firms    employing   the    members    of   the 

Branch,  if  not  too  numerous 

Are  they   members  of  the   Employers'  Association  ?      If  so,  give 

name  and  address  of  Association 
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These  particulars  I  have  found  very  valuable.  Many 
times  have  I  had  urgent  messages  from  important  conferences 
sitting  in  London,  to  communicate  with  the  branches,  either 
postponing  a  meeting  or  cancelling  one,  or  fixing  up  one  for 
the  following  day,  and  the  message  has  reached  me  late  in 
the  evening,  but  with  the  foregoing  particulars  I  have  been 
able  to  cope  with  such  a  situation  far  more  easily  and 
cheaply.  For  instance,  the  delegate  may  live  miles  away 
from  the  Secretary,  and  in  such  a  case  it  is  necessary  to 
communicate  direct  with  him.  Other  instances  will  readily 
occur  to  those  having  had  experience  in  this  kind  of  work, 
which  will  suggest  the  importance  of  keeping  such  a  record 
in  connection  with  the  branches. 

ADVANTAGES  OF  THE  CARD  INDEX 

The  advantages  of  the  card  index  over  the  book  index 
are :  (i)  that  every  new  entry  can  be  added  in  strictly 
alphabetical  order  ;  (2)  that  the  exact  place  of  any  card  can 
be  located  promptly  ;  (3)  that  "  dead  "  or  expired  cards  can 
be  removed,  leaving  only  "  live  "  entries  on  the  current  file  ; 
(4)  that  there  is  no  restriction  on  the  expansion  or  the  sub- 
division of  the  index,  as  entries  multiply  ;  (5)  that  such  an 
index  does  not  need  to  be  periodically  written  anew. 

It  is  particularly  useful  in  the  case  of  itemised  information 
— as  for  instance  (to  take  a  very  simple  case  indeed)  a  list  of 
Branch  Secretaries'  addresses.  Such  a  list  is  always  varying. 
Addresses  have  to  be  corrected,  new  ones  added,  and  "  dead  " 
ones  struck  out.  Names  and  addresses  must  be  kept  in 
alphabetical  order.  If  they  are  written  in  a  book,  they  may 
be  in  order  to  begin  with,  but  no  ingenious  "leaving  space 
for  more  "  will  serve  to  keep  them  in  proper  order  after  the 
usual  amount  of  correction  has  been  done  in  course  of  time. 
New  names  cannot  be  put  in  their  right  place  :  old  names 
crossed  out  take  up  room  and  create  confusion.  If  each  is 
written  upon  a  separate  card,  the  cards  can  be  kept  in  perfect 
order,  no  matter  how  frequently  corrections  are  made. 

CARD  INDEX  OF  NAMES  ARRANGED  GEOGRAPHICALLY 

In  this  index  the  cards  are  first  subdivided  into  counties 
— the  Lancashire  cards  are  shown.  They  are  then  further 
subdivided  according  to  towns,  the  names  of  which  are 
arranged  alphabetically,  guide  cards  being  inserted,  with 
the    name    of    the     town    on    the     tab.      The    cards,    of 
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branches    or   correspondents   in   each    town,    are   arranged 
behind  these  in  alphabetical  order  ;   if  they  are  numerous 


Sfolzenber^] 


Card  Index  of  Names  arranged  Geographically 


enough,  alphabetical  guide  cards  may  be  used  to  further 
subdivide  them. 


CROSS    REFERENCE 


This  is  a  time-saving  feature  of  the  vertical  filing.     The 
letter  mav  involve  more  than  one  name  or  subject  ;    it  is 
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therefore  indexed  under  the  most  important.     Other  cards 
may  be  made  out  for  the  other  names  or  subjects,  and  simply 
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refer  to  the  principal  heading  and  the  number  of  its  folder ; 
by  this  means  any  letter  may  be  readily  turned  up,  no 
matter  whose  signature  it  bears,  or  under  what  subject  it  has 
been  filed.  Example :  A  letter  is  received  for  the  first  time 
from  J.  H.  Longden  of  the  Newcastle  Trading  Co.  ;  a  card 
is  made  out  with  the  name  of  the  Newcastle  Trading  Co. 
and  one  for  J.  H.  Longden,  both  bearing  the  same  number. 
All  letters  are  filed  in  the  folder  bearing  this  number,  so 
that  either  card  in  the  index  will  indicate  the  number. 

SUBJECT   INDEXING 

Frequently  a  subject  referred  to  in  correspondence  is  of 
greater  importance  than  the  name  of  the  writer — ^for  example, 
some  particular  question  of  wages,  conditions,  etc.,  which 
is  common  to  many  firms,  the  correspondence  relating  to 
which  is  of  more  importance  to  be  kept  together  than  under 
the  separate  names.  In  such  a  case  the  index  card  is  made 
out  with  the  name  of  the  subject.  All  letters  referring  to 
this  subject,  irrespective  of  the  writers,  are  filed  in  the  same 
folder. 

Assuming  that  we  are  adopting  the  Numerical  System, 
we  shall,  of  course,  refer  to  the  card  index,  which  is  on  the 
alphabetical  plan.  Of  our  correspondents  we  shall  first  of 
all  be  concerned  with  the  branches.  These  should  each  have 
a  number,  for  other  reasons  than  for  filing ;  they  will  be 
arranged  from  i  upwards,  according  to  their  alphabetical 
arrangement.  It  is  well  to  have  a  separate  card  index  for 
the  branches,  or  cards  of  a  different  colour  from  the  rest, 
because  it  is  necessary  to  turn  correspondence  and  documents 
up  in  connection  with  them  far  more  often  than  the  ordinary 
correspondence,  and  thus  the  separation  in  the  index  will 
facilitate  reference,  although  very  soon  the  person  concerned 
will  know  each  branch's  number  without  the  aid  of  the 
index.  The  separation  will  still  hold  good,  however,  on 
account  of  the  data  connected  with  each  branch  to  be  found 
on  the  card. 

Now,  if  there  is  one  aid  to  efficient  filing  which  one  cannot 
afford  to  overlook  in  devising  a  means  suitable  to  a  Trade 
Union,  it  is  the  colour  system  of  classification,  and  it  is 
advantageous  here  to  use  it  in  conjunction  with  this  arrange- 
ment. It  is  quite  possible  to  secure  folders  for  correspond- 
ence in  a  variety  of  colours,  probably  up  to  about  twelve, 
which  number  will  be  generally  sufficient  for  ordinary 
purposes. 
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For  instance,  all  the  folders  of  the  branches  will  be  of  the 
same  colour.  Having  found  the  folder  of  any  particular 
branch,  either  by  reference  to  the  card  index  or  by  memory, 
it  will  not  be  necessary  to  again  refer  to  the  index  in  the  case 
of  the  folder  or  folders  of  the  employers  of  its  members,  for 
they  will  be  found  behind  that  of  the  branch,  in  different 
colours,  but  each  bearing  the  same  number  as  the  branch. 
As  the  employers  of  a  branch's  members  are  not  usually  a 
large  number,  and  the  name  of  each  being  written  on  the 
projecting  edge  of  each  folder,  having  found  the  branch 
number,  any  particular  employer's  folder  will  be  instantly 
at  hand  ;  in  a  little  while  the  colour  of  each  employer's 
folder  will  become  so  familiar  as  to  be  sufficient  for 
identity. 

It  may  be  here  argued  that  upon  receipt  of  a  letter 
from  an  employer,  the  person  filing  may  not  know  the 
particular  branch  concerned,  in  which  case  he  would  be  at 
a  loss  to  find  the  proper  folder.  In  a  case  of  this  descrip- 
tion the  index  would  be  resorted  to,  and  the  employer's 
card  would  give  the  branch  number,  and  it  could  also  give 
the  colour  of  the  folder — e.g.  Wigan  Coal  &  Iron  Co.,  49. 
Pink. 

In  addition,  there  may  be  a  separate  folder  under 
each  branch's  number  for  the  Employers'  Association 
concerned. 

Seeing  that  the  greater  part  of  a  Union's  correspondence 
is  with  its  branches  and  the  employers,  it  will  be  apparent 
that  nearly  the  whole  of  its  filing  may  be  done  on  the  limited 
index  of  the  branches,  and  with  familiarity  with  the  numbers 
of  these  the  index  is  rarely  requisitioned. 

In  case  the  number  of  employers'  folders  to  each  branch 
is  extensive,  instead  of  relying  altogether  on  the  colours, 
they  may  be  numbered  from  i  upwards ;  each  employer's 
folder  of  branch  49  would  then  be  numbered  49/1,  49/2,  and 
so  on;  they  could  then  be  all  of  one  colour,  reserving  the 
other  colours  for  other  purposes. 

The  employers'  cards  in  the  index  would  be  numbered 
accordingly;  instead  of  "49.  Pink,"  49/1,  49/2,  and  so 
on. 

This  method  being  adopted  on  account  of  the  large 
number  of  employers'  folders,  the  guide  card  for  each  branch 
may  contain,  in  addition  to  the  particulars  already  referred 
to,  an  index  to  them,  or  even  to  the  whole  of  the  folders  in 
connection  with  the  branch,  as  follows  : — - 
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Branch 

49 

I. 

Jones  &  Co. 

2. 

Brown  Bros. 

0- 

Aldred  &  Co. 

4- 

Brunswick  Co. 

5- 

Jas.  Pearson  Ltd. 

6. 

Hopkinson  &:  Sons 

/■ 

8. 

9- 

lO. 

1 1. 

12. 


Or,  on  account  of  the  extensive  particulars  to  be  recorded 
on  the  guide  card,  a  second  card  may  be  used  for  this  index, 
immediately  following  the  guide  card. 

The  miscellaneous  correspondence  of  the  LTnion — that  is, 
correspondence  of  a  general  character,  having  no  particular 


y^ViV^'^s/^' 


Roneo] 


The  separate  "  Dossiut  '  ur  Folder.      Note  the  arrangement  of  the  taLs. 


reference  to  the  branches — will  be  filed  in  the  ordinary  way, 
the  numbers  following  those  of  the  branches.  Thus,  if  the 
last  number  of  the  branches  be  loo,  the  first  number  of  the 
miscellaneous  correspondents'  folder  will  be  loi. 

It  is  a  common  thing  for  Headquarters  to  receive  letters 
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from  individual  members  of  the  branches,  and  there  may 
also  be  a  few  from  various  employers,  the  number  of  which 
does  not  warrant  the  use  of  a  separate  folder  for  each.  In 
this  case,  following  those  of  the  employers,  there  will  be  for 
each  branch  a  "  miscellaneous  "  folder  of  a  distinct  colour, 
if  we  are  relying  upon  colours,  or  numbered  in  the  way 
just  described.  When  the  correspondence  of  any  of  these  be- 
comes sufficiently  numerous 
to  warrant  it,  a  separate 
folder  will  be  allocated,  and 
the  letters  in  the  mis- 
cellaneous folder  transferred 
to  it. 

When  the  folders  become 
full  they  will  be  transferred 
bodily  to  transfer  cases,  all 
those  in  connection  with 
one  branch  being  allocated 
to  the  same  case,  which  will 
be  labelled  with  the  name 
and  number  of  the  branch 
and  the  period  covered.  On 
the  guide  card  may  be  re- 
corded the  dates  covered  by 
the  letters  transferred  and 
the  number  of  the  transfer 
case  in  which  they  will  be 
found. 

In  numbering  the  folders 
in  connection  with  the 
branches,  a  special  type  may  be  obtained  from  the  Roneo 
Company,  which  are  cut  out.     S^e  illustration,  p.  yj. 

All  these  tabs  are  cut  off  but  one,  that  which  represents 
the  number  the  folder  will  take,  so  that  they  are  easily 
visible,  each  being  a  little  to  the  right  of  the  others,  as 
shown. 

This  method  is  not  absolutely  necessary  ;  ordinary  folders 
will  do,  but  it  is  an  improvement,  showing  the  number  of 
each  at  a  glance. 

In  filing  by  this  system,  it  will  be  of  advantage  to  have  a 
separate  folder  for  the  branch's  financial  documents,  such 
as,  monthly  return  of  income  and  expenditure,  audit  sheet 
for  the  audit  period,  superannuation  receipts,  unemploy- 
ment sheets,  price  lists,  agreements,  etc.,  every  document  in 
connection  with  the  branch  being  preserved  intact  in  its 
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appropriate  folder  belonging  to  that  branch.  The  number  of 
each  of  these  documents  in  connection  with  any  Union  will 
determine  the  number  of  folders  to  be  set  apart  for  them, 
and  their  classification.  In  this  case  the  colour  system  will 
be  found  useful,  there  being  a  different  colour  for  each  folder 
containing  the  various  classes  of  documents,  and  they  will 
follow  immediately  after  the  branch's  correspondence  folder. 
In  fact  this  system  may  be  extended  to  accommodate  any 
of  the  requirements  of  a  Trade  Union. 

FILING  IN  CONNECTION  WITH  BRANCHES  WITHOUT  CARD  INDEX 

Although  in  the  case  of  branch  correspondence  I  think  it 
is  very  useful  to  have  a  card  index,  if  only  for  the  purpose  of 
having  the  addresses  of  secretaries  and  other  particulars  in 
a  compact  arrangement,  which  may  be  referred  to  by  any 
department  or  official,  the  fihng  arrangement  in  connection 
with  the  branches  and  employers  may  be  such  that  the 
card  index  need  not  be  at  all  requisitioned.  To  accomplish 
this,  there  should  be  a  guide  card  for  each  branch,  with  a 
single  cut  for  the  name  of  the  branch. 

The  names  of  the  branches  would  be  arranged  alpha- 
betically, and  on  the  guide  card  of  each  would  be  recorded, 
as  before  mentioned,  the  contents  of  the  different  folders 
behind  it,  such  as  (i)  Branch  Correspondence  ;  (2)  Branch 
Financial  Documents  ;  (3)  Branch  Agreements ;  (4)  Branch 
Price  Lists ;  (5)  Branch  L^nemplo^^ment  Sheets ;  (6) 
Branch  Old  Age  Pay  Sheets  ;  (7)  Employers'  Association 
Correspondence ;  (8)  Miscellaneous  Correspondence ;  (9) 
Employers'  Folders,  and  so  on. 

It  would  scarcely  be  necessary  to  have  any  index  for  the 
employers'  folders,  because  on  receipt  of  a  letter  from  one 
of  them  it  would  be  evident  what  branch  it  was  connected 
with,  and  as  a  matter  of  fact  it  is  generally  the  Union  that 
sets  the  ball  rolling  in  the  matter  of  correspondence  with 
employers. 

Having  adopted  this  method  for  the  branches,  without 
any  other  index,  the  remainder  of  the  filing  could  be  done 
on  the  alphabetical  s^^stem  in  the  same  cabinet,  with  vowel 
subdivision,  or  the  more  extensive  subdivision  shown  on 
page  29,  if  necessary. 

Assuming  now  that  no  card  index  is  kept  at  all,  not  even 
for  the  branches,  the  particulars  before  enumerated  as  being 
appropriate  for  recording  on  the  cards  may  be  entered  upon 
the  guide  card  of  each  branch — at  the  back  if  the  front  has 
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already  been  taken  up  by  the  index  to  the  folders,  or  a  second 
card  may  be  utilised  ;  and  in  the  case  of  other  folders  a  card 
bearing  the  necessary  information  may  be  inserted  in  each, 
or  the  matter  may  be  written  on  the  outside  of  the  folder 
itself,  in  which  case  each  time  one  is  transferred  full,  the 
particulars  would  have  to  be  rewritten  on  the  new  one. 

In  the  case  of  branch  correspondence,  which  is  usually 
heavy,  and  the  various  documents  to  be  filed  in  connection 
with  the  branches,  it  is  advisable  to  use  one  of  the  several 
patent  folders,  the  letters  or  documents  being  first  punched 
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Single  Cut  Guide  Cards. 

and  inserted  on  two  prongs,  a  simple  attachment  securing 
them  down,  so  that  there  is  no  risk  of  loss  once  they  are 
filed,  and  there  is  just  this  difference  :  that  whereas  in  the 
case  of  the  loose  folder  there  is  the  temptation  to  remove  the 
letter  from  the  folder  when  it  has  to  be  turned  up  for  refer- 
ence—in which  case  the  risk  that  it  will  not  be  returned  to 
its  proper  place  is  great— in  the  case  of  the  secure  folder  it 
must  be  bodily  removed,  and  being  in  the  form  of  a  book, 
the  whole  series  of  correspondence  is  handy,  and  there  is 
no  risk  of  loss.  This  is  especially  important  in  the  case  of 
original  documents,  such  as  agreements,  price  lists,  etc. 

A  further  advantage,  which  will  make  up  for  the  slight 
extra  cost,  is  that  transfer  cases  are  not  necessary,  the  full 
files  being  merely  stored  away  with  a  record  of  their  contents 
outside,  the  new  file  containing  a  reference  to  the  old  ones, 
so  that  they  may  be  easily  turned  up  when  necessary. 
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THE    STOLZENBERG    SYSTEM 

This  is  a  system  of  filing  so  widely  used,  and  found  to  be 
very  suitable  for  Trade  Union  purposes,  that  it  is  well 
worthy  of  consideration  here.     It  is  on  the  fiat  system. 

The  Stolzenberg  File  is  made  of  manilla.  Inside  the  case 
at  the  back  there  is  an  ingenious  but  simple  clip  with  a  steel 
band,  which  holds  the  papers  with  absolute  security.  By 
the  use  of  a  lifter,  which  the  makers  supply  for  a  few  pence, 
any  paper  may  be  taken  out,  even  when  the  file  is  full, 
without  altering  the  position  of  the  others,  unless  you  wish 


Stolzenberg  Flat  File,  with  Patent  Steel  Binder. 

to  do  SO.  It  is  made  in  a  number  of  colours,  the  system 
generally  adopted  in  using  them  being  the  alphabetical, 
together  with  colour  subdivision,  say  for  geographical 
districts,  or  according  to  the  nature  of  the  documents  to  be 
filed,  as  previously  explained. 

As  a  file  becomes  full  it  is  extracted  from  the  cabinet  and 

a  new  one  inserted,  marked  "  Continued  from  File  No ," 

the  full  one  being  stored  away  numerically,  without  regard  to 
name,  the  date  of  commencement  and  date  of  finish  being 
stated,  the  first  full  file  being  labelled  "  No.  i,"  the  next 
"  No.  2,"  and  so  on,  a  cupboard  or  shelf  being  utilised  for  the 
purpose  of  storing  the  full  ones.  If  a  number  of  files  have 
been  stored  away  with  the  correspondence  of  one  branch, 
or  of  one  correspondent,  or  with  one  branch's  documents, 
their  numbers  may  all  be  inserted  on  the  file  in  use,  thus : 
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"  Continued  from  Files  Nos.  49,  33,  19,  12,  and  i."  This 
provides  a  complete  reference  to  the  whole  of  the  corre- 
spondence, etc.,  covering  perhaps  years  ;  or  a  small  card 
index  may  be  used  for  reference  to  the  full  files. 

METHOD    OF    DEALING   WITH    SUNDRY   CORRESPONDENCE 

One  file  is  allotted  to  each  letter  of  the  alphabet  for  the 
filing  of  sundry  correspondence,  the  volume  of  which  does 
not  warrant  a  separate  one  for  each  correspondent.  Inside 
the  file  an  index  sheet  is  gummed — page  43. 

This  index  sheet  is  of  "  A  "  Sundries.  Letters  are  entered 
and  numbered  upon  it  under  Aa,  Ae,  Ai,  Ao,  Au,  and  Ay, 
according  to  the  first  vowel  occurring  after  the  initial  letter 
of  the  word.  In  a  large  installation  a  separate  file  would  be 
used  for  each  subdivision,  thus  :  a  file  each  for  Aa,  Ae,  Ai, 
Ao,  Au,  and  Ay. 

The  second  index  sheet  shown  is  of  a  different  t37pe,  and 
instructions  for  using  it  arc  printed  at  the  top. 


STORAGE   CABINETS    ON    THE    BUILDING-UP   PLAN 

The  cabinets  are  designed  with  a  view  to  ensuring  ease  of 
location  and  selection  of  files.  In  all  cases  they  are  arranged 
so  that  the  whole  of  the  contents  of  any  division  are  seen  at 
a  glance.  An  ordinary  drawer  would  of  course  only  show 
the  uppermost  files.  By  pulling  forward  the  tray  of  a 
division  in  the  cabinet,  the  front  automatically  rises  and 
displays  the  files  therein,  subdivided  by  their  colour,  on 
geographical  or  other  basis,  suited  to  the  particular  Union. 

Two  examples  are  here  shown  of  how  the  six  colours 
may  be  profitably  utilised.  It  requires  only  a  little  fore- 
thought, and  individual  requirements  can  be  fully  met. 


(I) 

(2) 

Grey 
Blue 

Branch  Correspondence 
Branch  Documents  ( i) 

Branch  Correspondence 
Miscellaneous  Correspondence 

Red 

Do.                (2) 

Employers'  Correspondence 

Orange 

Buff 

Green 

Do.               (3) 
Employers'  Correspondence 
Miscellaneous         Do. 

Compensation  Cases 
Branch  Documents  ( I,  2,  3,  4,  etc.) 
Employers'  Indemnity  Co,  Corre- 
spondence 

Files  are  stored  horizontally,  with  their  back  edges  out- 
wards. The  label  holders  indicate  contents  of  drawers  or 
divisions. 


REFERENCE 
AND 
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SUNDRIES    INDEX— Copyright 

USERS  OF  STOLZENBERG  FILING  SYSTEM  will  be  interested  in  this  new  form  of  Inde 

Sheet  for  Sundries  Files.     The  entries  illustrate  THREE  distinct  methods  of  indexing,  viz. 

(I)  laitiftl  Letter.              (2)  Third  Letter.              (3)  First  Vowel  in  Surname. 

Attention  is  drawn  to  the  explanatory  wording  printed  at  top  of  Index  Sheet  (Method  I.  and  II.). 

•  XI-3UN-DEX  "  Sheets  are  gummed  on  back  to  enable  them  to  be  readily  attached  to  the  insid 
of  Files. 

• 

■STOLZENBERG"     "NI-SUN-DEX."               C.r.f.r.M 
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The  Storage  Cabinets,  being  standardised  in  size,  permit 
of  constant  extension  either  laterally  or  vertically.  It  is 
possible  to  build  cabinets  round  a  wall  or  counter,  utilising 
every  recess  available  and  every  square  foot  of  wall. 

The  abiUty  to  enlarge  an  installation  from  time  to  time 


Stolzcnl'C'g] 


Section  of  Slol/.enljerg  Filing  Cabinet. 


will  be  appreciated  in  all  offices  where  correspondence 
increases  and  space  is  limited.  An  enlargement  can  be 
made  at  any  time,  and  quickly. 


CABINETS 


In  using  the  Stolzenberg  Cabinets,  it  is  preferable  to 
adopt  the  numerical  arrangement  in  the  case  of  correspond- 
ence, etc.,  in  connection  with  the  branches,  because  with 
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the  alphabetical  arrangement  there  may  be  a  number  of 
branches  with  the  same  letter,  which  would  lead  to  unequal 
divisions.  For  instance,  if  the  amount  of  matter  appertain- 
ing to  each  branch  is  equal  to  half  the  space  of  each  division 
of  the  cabinet,  by  the  numerical  system  it  would  be  easy  to 
arrange  two  numbers  to  each  division.  Until  the  branch's 
numbers  had  become  familiar  to  the  persons  concerned  with 


Stolzenberg  Cabinets  on  Building-up  Plan. 

the  filing,  a  foolscap  sheet,  typewritten,  could  be  hung  up 
handy  for  reference,  containing  the  names  and  numbers  of 
the  branches. 

Assuming  that  each  division  of  the  cabinet  is  capable  of 
holding  the  matter  in  connection  with  two  branches,  the 
colour  system  could  be  installed  as  shown  in  the  classilication. 

There  would  therefore  be  two  sets  of  files  of  the  various 
colours,  the  colours  being  arranged  in  each  case  in  the  same 
order.  But  in  my  judgment,  it  is  much  better  to  reserve  a 
division  for  each  branch,  so  that  all  documents  that  are 
capable  of  being  filed  belonging  to  a  branch  may  be  found  in 
that  branch's  file  division. 

Now,  supposing  the  Grey  file  is  taken  for  branch  corre- 
spondence ;  the  Blue,  Red,  and  Orange  for  various  kinds 
of  documents  which  it  is  necessary  to  keep  separate  ;  the 
Green  for  miscellaneous  matters,  there  remains  only  the 
Buff  for  employers' — of  course  the  number  of  colours  might 
be  added  to.  If  there  are  a  number  of  employers,  Buff  files 
will  be  used  for  each  of  them,  but  as  the  name  of  each  will 
appear  on  the  outer  edge,  they  may  be  kept  in  alphabetical 
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order,  and  it  will  be  but  a  matter  of  a  moment  to  extract 
the  required  one  ;  or  it  may  be  the  various  documents  which 
will  be  all  allotted  the  same  colour. 

Each  branch  having  its  own  division  of  the  cabinet,  when 
dealing  with  ordinary  correspondence  of  the  Union  not 
connected  with  the  branches,  the  alphabetical  system  will 
be  used,  either  with  or  without  vowel  subdivision,  and  the 
divisions  of  the  cabinet  will  be  labelled  accordingly. 

With  this  system  no  separate  card  index  need  be  used ; 
the  card  bearing  the  branch  particulars  may  be  placed  inside 
the  first  branch  file,  so  that  it  will  be  the  first  to  meet  the 
eye  on  opening,  or  the  branch  cards  may  be  kept  all  together 
in  a  card  cabinet. 


THE    FILING    OF    DOCUMENTS    RELATING    TO    COMPENSATION 

CASES 

The  filing  of  documents  in  connection  with  these  cases  can 
easily  be  arranged  on  this  system.  The  Compensation  File 
will  have  its  distinctive  colour  throughout  the  whole  of  the 
branch  divisions,  and  as  such  matters  as  settlements  and 
registrations  retain  their  importance  for  many  years,  this 
system  admits  of  the  documents  relating  to  them  being 
carefully  preserved  and  easily  accessible. 

An  index  of  the  cases  covered  by  each  file  may  be  made 
inside,  as  illustrated  on  page  43. 


THE    CABINET    FILE    DRAWER 

There  remains  to  be  explained  the  cabinet  file  drawer, 
which  contains  a  powerful  spring  to  keep  the  contents  in 
order  (illustrated  on  page  26).  This  is  on  the  flat  filing 
system,  and  it  may  be  adapted  to  the  needs  of  a  Trade  Union 
by  allotting  a  drawer  to  each  branch,  the  various  folders  in 
connection  with  the  branch  being  on  the  colour  system,  as 
before  explained.  One  of  the  disadvantages  of  this  S3^stem 
is  that  when  the  letters  accumulate  they  work  out  of  the 
spring  towards  the  back  of  the  cabinet,  sometimes  falling 
into  the  drawer  beneath,  or  at  any  rate  becoming  very 
disordered,  the  slippery  nature  of  some  letter  paper  con- 
tributing to  this  disadvantage.  The  capacity  of  each 
drawer  is  not  so  great  either  as  the  Stolzenberg  Cabinet  or 
as  the  amount  of  space  which  may  be  allotted  under  the 
vertical  system. 


FILING,   INDEXING.  ETC.  47 

RECORDING   AND    FILING    PARTICULARS    OF    DEPUTATIONS, 
MEETINGS,    ETC. 

Deputations,  meetings,  and  conferences,  either  with 
branch  committees  or  employers,  are  of  frequent  occurrence, 
and  as  the  questions  dealt  with  are  often  adjovirned  for 
further  inquiry,  it  is  essential  that  brief  particulars  of  the 
business  dealt  with — evidence,  figures  quoted,  etc.— be 
recorded  and  preserved  ready  at  hand.  For  this  purpose 
a  quarto-size  writing-tablet  is  useful  ;  the  notes  are  made 
on  the  sheets,  and  on  returning  to  Headquarters  they  are 
detached  and  clipped  together  firmly,  and  then  filed  away  in 
the  folder  of  the  branch  or  the  employer  concerned,  and  are 
available  when  required  to  complete  the  business  at  some 
future  time.  This  is  a  far  better  way  than  having  a  book 
in  which  to  record  the  particulars  of  all  such  deputations, 
etc.,  as  they  may  take  place  at  intervals,  when  the  matter 
recorded  would  be  in  different  places  in  the  book  or  even  in 
different  books  where  considerable  time  elapses  between  the 
deputations,  and  an  index  would  be  necessary.  Whatever 
the  number  of  meetings,  the  notes  would  be  found  in  proper 
order,  and  all  together.  Before  commencing  to  record  the 
business  of  the  meetings,  the  date,  time,  place,  and  the 
names  of  those  present  should  be  filled  in,  as  follows  : — ■ 

Notes  of  deputation  with held 

1 9...  at on  the  question 

of Time (a.m.  p.m.) 

Present :   Vor  the  Employer 


For  the  Workmen. 
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INDIVIDUAL   RECORD   OF  MEMBERS 

In  some  Unions,  if  not  all,  it  is  of  real  value  to  have 
a  record  of  each  individual  member.  It  may  be  necessary 
to  know  the  length  of  his  apprenticeship  ;  his  grade  in  the 
trade  ;  his  former  experience  ;  former  employer  ;  age  ;  and 
any  particulars  that  are  useful  to  the  particular  Union 
concerned. 

I  suggest  that  this  be  done  on  the  card  system,  similar  to 
that  adopted  by  large  firms  in  the  case  of  each  of  their 
employees. 

In  order  to  ensure  the  work  being  carried  out  efficiently 
and  systematically,  the  cards  should  be  kept  at  Head- 
quarters, in  drawers,  as  explained  in  dealing  with  the  card 
index  system  of  filing.  They  would  be  kept  on  the  alpha- 
betical system,  each  branch's  cards  being  kept  separately, 
so  that  when  required  to  turn  up  the  record  of  a  member 
it  would  only  be  necessary  to  know  his  branch,  and  his 
card  would  be  found  in  alphabetical  order,  the  system  of 
vowel  subdivision  being  adopted  where  the  numbers  were 
extensive. 

Now,  if  this  system  be  not  in  vogue,  in  order  to  install 
it,  it  would  be  necessary  to  design  a  card  suitable  for  the 
particular  Union's  requirements,  and  dispatch  to  each 
branch  a  copy  of  it  for  each  member,  printed  upon  ordinary 
paper.  These  should  be  distributed  to  the  members  for 
them  to  fill  up,  when  they  would  be  collected  in  again.  The 
Branch  Secretary  would  then  scrutinise  them  and  where 
they  were  not  properly  filled  up  would  assist  in  their  com- 
pletion. When  all  were  completed,  the  papers  would  be 
returned  to  Headquarters,  and  from  them  the  permanent 
cards  would  be  made  out,  being  then  stored  away  in  the 
cabinet. 

There  would  now  be  several  contingencies  to  provide  for 
in  order  to  keep  these  records  up  to  date,  but  once  being 
installed,  the  system  would  not  require  much  working. 

In  the  case  of  new  members  coming  either  by  transfer 
from  other  Unions  or  paying  entrance  fee,  the  usual  form 
would  be  handed  to  them  for  completion  and  forwarded  to 
Headquarters,  from  which  would  be  made  out  a  card  which 
would  be  placed  in  position  in  that  branch's  drawer. 

Where  a  member  of  a  Union  is  transferred  to  another 
branch  it  is  generally  by  taking  a  "  transfer."  All  that 
would  be  necessary  in  this  case  would  be  for  the  Branch 
Secretary  into  whose  branch  he  had  transferred  to  send  the 
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"  transfer  "  to  Headquarters,  when  the  member"  s  record 
card  would  be  removed  from  the  former  branch's  drawer 
to  its  respective  place  in  the  latter  branch's  drawer,  after 
recording  the  date  of  transfer. 

The  record  of  each  member's  particulars  in  this  way 
would  obviate  the  difficulty  sometimes  experienced  when 
investigating  the  case  of  any  member  making  application 
for  Old  Age  Pay,  where  all  trace  is  sometimes  lost  of  his 
membership,  although  he 
claims  to  have  been  a 
member  with  some  branch 
during  the  whole  of  the 
qualifying  period. 

Where  a  member  takes 
his  transfer  from  the  Union 
altogether  or  allows  his 
membership  to  lapse,  after 
receiving  the  notification 
from  the  Branch  Secretary, 
Headquarters  would  re  - 
move  his  card  and  place  it 
in  a  drawer  reserved  for 
lapsed  and  left  members. 

In  the  cabinet  illustrated 
each  drawer  has  a  capacity 
of  one  thousand  cards,  so 
that  when  the  membership  ^^^^„^„^^,. 

of  the  branches  is  less  than      '  Eight  Drawer  Card  Cabinet.      Capacity, 

this,  the  cards  of  two  or  8000  cards. 

more    branches    may    be 

kept  in  one  drawer,  each  branch's  cards  being  of  a  different 

colour.     The  cabinet  may  be  on  the  building-up  plan,  so 

that  it  can  be  made  to  meet  the  requirements  of  any  Union, 

no  matter  how  extensive  its  membership. 
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The  records  of  these  may  be  appropriately  kept  by  means 
of  the  card  system.  Here,  again,  members  are  coming  on 
and  others  dying,  so  that  this  method  meets  these  circum- 
stances. The  cards  may  be  kept  according  to  branch 
subdivision,  when  all  those  of  one  branch  will  be  together, 
or  they  may  be  kept  all  together  simply  on  the  alphabetical 
system,  according  to  the  names  of  the  members  on  the 
funds. 
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As  a  member  is  admitted  to  the  fund,  all  the  necessary 
particulars  relating  to  him,  such  as  length  of  membership, 
age,  date  of  first  payment,  etc.,  will  be  entered  on  a  card. 
Behind  this  card  may  be  inserted  another  card  ruled  for  the 
purpose  of  receiving  the  entries  of  moneys  received  by  him, 
say,  to  accommodate  a  year's  entries.  When  a  new  card  is 
needed  at  the  commencement  of  the  next  year,  the  total 
amount  already  received  by  the  member  will  be  the  first 
entry,  together  with  the  date  of  admission.  In  this  way, 
no  matter  how  long  he  lives,  his  current  card  will  reveal  at 
once  the  amount  of  pension  he  has  received.  Or,  if  preferred, 
the  first  year's  pension  may  be  recorded  on  the  back  of  the 
card,  and  the  subsequent  payments  recorded  on  a  piece  of 
paper  pasted  over  it  at  the  commencement  of  each  year. 
Where  the  loose  cards  are  used  they  may  be  filed  away  at 
the  end  of  each  year,  but  if  the  totals  are  carried  forward 
to  the  new  card  there  is  ver}^  little  necessity  for  this. 

When  a  member  dies,  his  card  will  be  totalled  and  trans- 
ferred to  a  drawer  for  deceased  members'  cards,  and  when  a 
new  one  is  admitted  it  is  only  a  matter  of  inserting  his  card 
in  the  proper  place.  Thus  there  is  no  dead  matter  in  the 
drawer,  as  there  would  be  in  the  case  of  a  book.  Of  course 
practically  the  same  system  may  be  adopted  with  the  use 
of  the  loose  leaf  book,  if  desired. 


CHAPTER  II 

COMPENSATION   DEPARTMENT 

This  is  a  branch  of  Trade  Union  work  which  is  very  im- 
portant, especiahy  in  the  case  of  those  Unions  catering  for 
the  heavier  trades,  where  accidents,  minor  and  fatal,  are  of 
frequent  occmTence. 

The  person  responsible  for  this  branch  should  be  con- 
versant with  the  Factory  and  Workshop  Acts,  where  they 
affect  the  fencing  of  machinery,  etc.  ;  in  the  case  of  mining, 
with  the  Coal  Mines  Regulation  Acts.  This  knowledge  is 
very  necessary,  as  at  inquests  upon  fatal  cases  questions 
in  connection  with  safeguards  often  arise,  where  it  may  be 
necessary  in  the  interest  of  the  deceased  member  to  refer  to 
these  Acts. 

When  attending  an  inquest,  it  is  well  to  take  all  the  par- 
ticulars of  the  accident  down  on  a  writing  pad,  the  leaves 
of  which  may  be  afterwards  detached  and  filed  away  with 
the  papers  relating  to  the  case.  The  following  particulars 
in  relation  to  the  deceased  member  should  be  recorded  : — - 

Age  ;  whether  married  or  single  ;  average  earnings  ; 
number  of  children  (if  any)  ;  ages  and  names  of  them.  If 
any  at  work,  their  earnings ;  wife's  name  (if  married) ;  date 
of  accident ;  verdict  of  Jury  ;  employer's  name ;  branch 
of  Union  of  which  deceased  is  a  member  ;  if  a  young  person, 
name  of  father  and  his  earnings ;  kind  of  work  ;  amount 
contributed  by  deceased  to  household. 

It  will  be  seen  that  it  is  necessary  to  take  further  par- 
ticulars in  the  case  of  a  young  person.  This  is  so,  because 
in  such  cases  the  amount  of  loss  to  the  family  exchequer  is 
the  basis  upon  which  compensation  is  computed.  The  Act 
in  these  cases  is  not  very  definite,  and  it  is  generally  necessary 
to  settle  by  agreement  between  the  parties. 

The  correspondence  and  documents  in  this  department, 
where  extensive,  are  generally  kept  separate  from  those  of 
the  other  branches  of  the  work,  and  as  this  work  has  its 
special  peculiarities,  special  methods  may  be  adopted  to 
meet  them. 

First  of  all,  it  is  advisable  to  file  all  cases  under  the  branch 
number   to   which    they   belong.     By    this   means,    if   any 
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member  calls  or  an  inquiry  is  made  as  to  the  progress  of  any 
case,  it  is  only  necessary  to  ascertain  the  name  of  the  branch 
of  which  the  person  is  a  member.  If  the  iilmg  is  done  on 
the  vertical  system,  there  should  be  a  miscellaneous  folder, 
to  which  all  letters  from  the  branch  containing  reference  to 
compensation  cases  should  be  consigned  in  the  first  instance. 
Then  there  should  be  a  folder  for  each  employer  and  one  for 
the  Indemnity  Co.  which  insures  the  employers — if  insured. 
Into  these  folders  will  be  put  the  employers'  and  Indemnity 
Co.'s  correspondence,  inward  and  outward,  in  the  first 
instance.  Many  of  these  cases  are  settled  in  the  course  of  a 
communication  or  two,  in  which  case  the  letters  will  remain 
as  at  first  filed.  In  other  cases  a  large  amount  of  corre- 
spondence is  exchanged  before  a  fmal  settlement  is  arrived 
at.  When  this  correspondence  begins  to  accumulate,  as  a 
case  develops,  all  documents  relating  to  it  should  be  collected, 
and  a  separate  folder  allocated  to  it.  By  this  method,  when 
the  case  is  referred  to,  it  is  only  necessary  to  reach  out  the 
folder  and  all  the  information  is  at  hand.  Sometimes  a 
visit  to  the  Count}/  Court  has  to  be  made  in  connection  with 
the  registration  of  a  settlement  or  the  allocation  of  the 
amount  of  compensation  in  the  case  of  a  fatal  accident ; 
again,  it  may  be  necessary  to  interview  the  employers  or 
the  Indemnity  Co.  at  their  headquarters ;  the  folder  is  with- 
drawn and  taken  for  use  at  the  interview,  and  all  particulars 
are  there.  Or  perhaps  the  case  has  been  proceeded  with 
as  far  as  possible,  with  no  settlement,  in  which  case  it  is 
handed  to  the  solicitor  for  the  purpose  of  being  entered  into 
Court,  when  the  folder  is  passed  to  him  intact.  Where  the 
case  is  dealt  with  in  this  way  it  is  well  to  choose  a  folder 
which  binds  the  documents  securely,  and  in  order  of  receipt, 
so  that  the  danger  of  their  becoming  detached  may  be 
averted. 

As  there  are  not  likely  to  be  a  great  many  of  these  cases 
in  one  branch  running  at  the  same  time,  the  colour  system 
may  be  here  used  to  advantage  ;  the  person  dealing  with 
the  cases  will  soon  become  familiar  with  the  colour  of  each 
current  case's  folder.  Of  course  the  name,  etc.,  of  the  case 
will  be  written  -on  the  upper  edge  of  each  folder  for  reference 
if  necessary,  and  they  will  be  filed  behind  the  branch  guide 
card  -alphabetically,  no  index  being  necessary.  A  special 
cabinet  may  be  reserved  for  this  branch  of  work,  or  by 
adopting  a  special  colour  for  it  all  the  folders  referring 
to  it  may  be  kept  in  the  same  cabinet  and  behind  the 
same   guide    card    as   the    other    matter    relating    to   each 
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branch  ;  the  circumstances  of  each  Union  must  decide 
this. 

When  the  case  is  completed,  the  folder  is  withdrawn  from 
the  cabinet  and  placed  in  another  cabinet  or  cupboard  in 
numerical  order,  the  branch  numbers  being  ignored.  For 
the  indexing  of  these  past  cases,  which  in  the  case  of  regis- 
tration of  accidents  are  sometimes  referred  to  years  after- 
wards, the  card  index  should  be  brought  into  use.  The 
cards  would  be  subdivided  by  guide  cards  bearing  the 
branch  name  and  number,  then  behind  these  guide  cards 
there  would  be  a  card  for  each  case,  arranged  in  alphabetical 
order,  referring  to  the  number  of  the  folder  of  each  case  that 
had  been  completed,  and  giving  brief  particulars  of  it. 

Or  the  index  of  past  cases  might  be  kept  on  a  large  card 
the  size  of  the  folders,  placed  immediately  behind  the 
branch  guide  card,  or  in  the  case  of  the  cabinet  drawer, 
coming  first,  on  which  would  be  recorded  in  alphabetical 
order  past  cases  of  the  branch,  with  the  numbers  of  their 
folders. 

In  the  case  of  the  filing  of  registered  cases  where  there  was 
only  the  one  document,  a  number  could  be  placed  in  one 
folder,  on  the  outside  of  which  would  be  given  the  numbers 
it  contained,  as,  "  Registered  cases  Nos.  i  to  50."  This 
method  may  be  adopted  when  using  the  Stolzenberg 
Horizontal  System. 

When  transferring  the  full  folders  of  the  miscellaneous 
temporary  cases,  if  not  of  the  binder  type  they  will  be 
transferred  to  transfer  cases  numbered  with  the  branch 
number,  and  dates  covered ;  or  in  the  case  of  the  binder 
type,  as  before  mentioned,  in  another  cabinet  or  cupboard, 
the  new  folder  giving  the  number  of  its  predecessor. 


CHAPTER  III 

OFFICIALS'   REMINDER   INDEX 

As  an  automatic  reminder  of  engagements  the  card  index 
proves  a  valuable  addition  to  the  othce  equipment.  For 
such  purposes  the  cards  are  kept  in  order  of  the  dates  on 
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Reminder  Index. 


which  the  reminders  are  required.  It  will  be  seen  from  the 
illustration  that  a  separate  guide  card  is  allotted  to  each  day 
and  to  each  month. 

Under  the  card  reminder  system  it  is  usual  to  keep  the 

54 


OFFICIALS'  REMINDER  INDEX  55 

cards  rotating,  so  that  the  current  day  is  always  at  the  front. 
Suppose  the  system  were  started  on  the  ist  January,  the 
cards  would  be  ranged  up  as  in  the  adjoining  illustration  ; 
behind  the  guide  cards  would  be  the  cards,  each  one  bearing 
details  of  a  matter  for  attention  on  a  particular  date.  On 
the  first  of  the  month  the  guide  bearing  that  date  and  those 
cards  behind  it  are  extracted  ;  the  guide  card  is  placed 
right  at  the  back  behind  No.  31,  and  the  matters  indicated 
by  the  cards  are  given  attention.  If  further  reminder  is 
necessary,  the  cards  are  put  back  to  a  future  date.  By 
repeating  this  each  day,  at  the  end  of  the  month  the  guide 
cards  are  ranged  up  in  correct  order  once  more,  and  when 
towards  the  end  of  the  month  reminders  are  wanted  for  the 
next  month,  the  early  guide  cards  are  already  in  position. 

The  monthly  guides  are  used  for  reminders  at  periods  a 
long  way  ahead.  If  in  January  a  reminder  is  required  for 
April,  the  card  is  put  behind  the  month  guide  April  and  left 
there.  On  the  first  of  every  month,  when  the  numbers  have 
rearranged  themselves  in  order,  the  cards  behind  the 
monthly  guides  are  extracted  and  placed  in  their  respective 
positions  through  the  month.  The  monthly  guide  cards  are 
circulated  in  precisely  the  same  way  as  the  daily  ones. 

One  Reminder  Index  may  be  made  to  serve  its  purpose  for 
any  number  of  ofiicials  if  each  is  allotted  a  different  colour 
for  the  cards  upon  which  he  records  the  details  of  matter 
requiring  attention.  On  referring  to  the  index  daily  each 
will  see  at  a  glance  whether  there  is  a  card  behind  the  guide 
of  his  particular  colour. 


CHAPTER  IV 

THE   FILING   OF   NOTES  AND   PRESS 
CUTTINGS 

In  the  work  of  a  Trade  Union  the  necessity  for  preserving 
notes  and  press  cuttings  is  very  great,  and  this  chapter  will 
deal  with  the  various  methods  suitable  for  this  work.  It 
will  be  noted  that  their  being  kept  in  a  good  state  of  preserva- 
tion and  easiness  of  access,  are  two  important  points  to  be 
borne  in  mind  in  devising  a  system  of  filing. 

We  may  commence  with  a  very  simple  arrangement,  the 
equipment  of  which,  if  desired,  can  be  home  made  at  little 
expense,  as  will  be  seen  from  the  following  directions : — 

(i)  Clear  out  a  drawer  of  the  desk. 

(2)  Obtain  some  sheets  of  very  stiff  paper  or  straw  board 
and  make  a  set  of  alphabetical  guide  cards  — this  done  by 
cutting  off  the  top  of  the  card  except  for  a  tab  half-an-inch 
square  and  writing  on  each  tab  a  letter  of  the  alphabet. 
The  tabs  should  proceed  across  the  cards  from  left  to  right, 
recommencing  at  the  left  when  the  right  extremity  is  reached. 
This  allows  of  any  letter  being  easily  detected  when  the 
cards  are  in  use.  The  alphabetical  guide  cards  must  be  of 
such  a  size  that  when  they  stand  on  end  in  the  drawer  it  can 
be  closed  without  fouling  the  tabs. 

(3)  Secure  a  number  of  sheets  of  stout  paper,  brown  or 
other  colour,  and  fold  them  in  two,  making  a  folder  of  each. 
These  folders  must  be  of  such  a  size  that  when  placed  in  a 
drawer  on  end  between  the  alphabetical  guide  cards  the 
letter  on  the  tab  of  the  folder  can  be  read  easily.  The 
cuttings  are  then  simply  dropped  into  the  appropriate 
folders,  and  can  be  found  with  very  little  trouble  at  any 
time  :  thus  we  cut  from  the  Colliery  Guardian  a  leading 
article  on  the  "  Nationalisation  of  Mines  "  ;  drop  it  into  a 
folder  bearing  that  title  and  place  this  folder  in  front  of 
alphabetical  guide  card  "  N."  A  few  weeks  hence  we  cut 
from  The  Daily  Herald  a  paragraph  on  the  same  subject, 
and  place  that  in  the  same  folder.  As  this  subject  may  in 
another  paper  appear  under  the  title  of  "  State  Ownership 
of  Mines,"  and  which  cutting  we  also  wish  to  preserve,  we 
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place  a  slip  of  paper  in  front  of  the  alphabetical  guide  card, 
"  S,"  bearing  the  title  of  "  State  Ownership  of  Mines,"  see 
"  Nationalisation  of  Mines."  This  last  cutting  will  also  be 
placed  in  the  same  folder.  Some  time  later  we  want  to 
write  an  article  on  the  subject  ourselves,  or  we  wish  to 
deliver  a  lecture  on  or  to  make  reference  to  it,  and  desiring 
first  to  read  up  our  cuttings  we  simply  turn  up  the  folder 
labelled  "  Nationalisation  of  Mines,"  and  there  we  find 
them  intact.  This  cross  indexing  may  be  extended  as 
thought  necessary,  and  doubtless  further  improvement  may 
be  initiated  from  time  to  time  to  adapt  the  outfit  more 
expressly  to  the  special  requirements  of  the  case.  For 
example,  specially  coloured  folders  can  be  used  to  indicate 
certain  subjects  that  require  special  attention.  Again,  it 
may  be  advisable  to  keep  a  folder  marked  "  Unclassified," 
and  another  labelled  "  Urgent."  Into  the  former,  cuttings 
should  be  dropped  pending  their  being  put  into  their  appro- 
priate folders  ;  while  those  in  the  latter  should  remain  there 
until  they  have  been  dealt  with,  after  which  they  should  be 
filed  under  their  appropriate  headings.  This  equipment 
will  be  found  sufiicient  for  business  needs,  even  where  large 
numbers  of  cuttings  are  dealt  with,  but  if  a  more  elaborate 
outfit  is  desired,  an  ordinary  vertical  filing  cabinet  can  be 
purchased  and  used  for  the  purpose. 

If  the  number  of  cuttings  or  notes  is  large  enough  to 
warrant  it,  the  number  of  alphabetical  guide  cards  may  be 
increased,  further  subdivision  being  resorted  to  in  the  shape 
of  the  vowel  system.  Cuttings  dealing  with  subjects  coming 
under  the  head  of  "  Output  "  will  be  placed  in  the  folder  in 
front  of  guide  card  "  Ou  "  ;  those  coming  under  the  heading 
of  "  Fatal  Accidents  "  being  dropped  into  the  folder  in  front 
of  guide  card  "  Fa,"  and  so  on.  By  this  method  is  obtained 
an  extensive  subdivision  without  the  necessity  for  an  index. 

THE    NUMERICAL    SYSTEM 

Wliere,  however,  the  number  of  cuttings  is  numerous,  it  is 
advisable  to  adopt  the  numerical  system  of  filing.  The  out- 
fit required  in  this  case  consists  of  the  requisite  number  of 
drawers  or  a  vertical  filing  cabinet,  folders,  a  set  of  numerical 
guide  cards,  and  a  card  index,  and  the  procedure  is  as 
follows  : — 

The  cuttings  are  dropped  into  a  folder,  which  is  numbered 
and  placed  in  the  drawer  in  front  of  the  appropriate 
numerical  guide  card ;  at  the  same  time  the  name  of  the 
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subject  and  the  number  of  the  folder  are  entered  in  the  card 
index.  The  folders  are,  of  course,  filed  in  numerical  order ; 
if  preferred,  specially  coloured  folders  may  be  used  for 
subjects  that  are  of  special  importance  and  more  often 
required.  The  numerical  guide  cards  can  be  dispensed 
with  if  desired,  but  they  help  considerably  in  the  visualising 
of  the  numbers,  thus  facilitating  the  picking  out  of  the 
folders  required.  It  will  be  seen  that  the  system  first 
explained  is  on  the  alphabetical  plan,  and  the  second  on  the 
numerical  plan.  The  distinction  between  the  two  is,  that 
the  alphabetical  system  is  self-indexing,  therefore  allowing 
of  direct  reference  to  the  folders,  while  under  the  numerical 
system  references  must  first  be  made  to  the  card  index  in 
order  to  ascertain  the  number  of  the  folder  required. 

The  numerical  system  naturally  involves  additional 
labour  in  writing  up  the  card  index,  but  where  the  cuttings 
are  numerous  this  additional  labour  is  more  than  compen- 
sated for  by  extended  facilities  for  reference  which  the 
system  affords. 

LOOSE   LEAF   METHODS 

The  system  of  keeping  records  on  separate  sheets  of  paper 
instead  of  in  bovmd  books,  and  then  collecting  the  loose 
sheets,  numbering  and  securing  them  in  special  covers  by 
mechanical  means,  is  one  which  has  been  largely  adopted  in 
commercial  work ;  the  sheets  ready  perforated  for  binding 
are  obtainable  in  all  sizes.  For  business  matters  they  offer 
many  advantages.  No  blank  leaves  need  be  included  in  the 
book  in  use,  thus  saving  bulk  and  weight,  and  the  leaves  can 
be  sorted  out,  arranged  and  added  to  indefinitely.  Many 
forms  of  binders  are  procurable.  In  addition,  for  the 
purpose  of  making  the  index,  to  be  afterwards  described, 
the  loose  leaf  system  is  excellent  on  account  of  its  unlimited 
powers  of  expansion. 

CUTTINGS    PASTED   ON   LOOSE   SHEETS 

Another  good  method  to  adopt  is  to  paste  each  cutting  on 
a  separate  sheet  of  foolscap  paper,  writing  or  printing  the 
title  at  the  top.  This  loose  leaf  method  enables  the  sheets  to 
be  classified  and  arranged  in  any  manner,  and  almost  does 
away  with  the  necessity  for  indexing  ;  not  entirely,  however, 
for  one  cutting  may  often  deal  with  four  or  five  subjects.  In 
such  a  case  cross  reference  should  be  made  on  other  sheets 
to  be  inserted  in  their  proper  places.     The  labour  involved 
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in  pasting  the  cuttings  on  sheets  is  repaid  by  the  extra 
diirabihty  obtained,  and  they  can  be  extracted  and  replaced 
more  easily  ;  notes  may  also  be  made  in  the  space  around 
the  actual  cutting. 

Another  advantage  that  is  obtained  by  the  lot)se  sheet 
system  is  that  when  cuttings  become  out  of  date  they  may 
be  withdrawn  and  destroyed  without  interfering  with  the 
rest  of  the  collection. 

As  the  sheets  increase  in  number  they  will  be  arranged 
with  their  titles  in  alphabetical  order.  They  may  then  be  m- 
serted  in  manilla  folders  and  placed  upright  on  the  vertical 
system-  in  a  cabinet  or  drawer,  or  they  may  be  inserted  in 
binders  as  previously  described.  In  using  this  method, 
alphabetical  guide  cards  will  be  used,  in  front  of  which  the 
folders  will  be  placed  in  proper  order,  or  the  card  index 
may  be  resorted  to. 

THE    STOLZENBEKG    SYSTEM 

In  the  use  of  this  system  also,  the  cuttings  are  pasted  on 
loose  sheets,  which  are  perforated  and  placed  in  the  file. 
The  papers  will  never  get  out  of  place  of  their  own  accord, 
and  the  cuttings,  not  being  folded,  will  last  for  ever.  Every 
one  of  them  placed  in  the  file  can  be  indexed. 

For  the  index  a  separate  file  is  used,  an  obvious  reason 
for  this  being  the  fact  that  after  collecting  for  some  years, 
more  than  one  file  will  be  required  to  hold  all  the  cuttings, 
and  it  is  better  to  have  one  index  for  all  the  files  than  one 
for  each.  The  method  of  indexing  adopted  will  be  the 
numerical.  As  a  file  becomes  full  it  will  be  put  away  and 
the  numbers  of  the  cuttings  it  contains  will  be  written 
outside,  as  "  i  to  1000." 

INDEX   TO    CUTTINGS 

It  will  be  seen  that  the  utility  of  the  accunuilated  informa- 
tion depends  very  largely  on  the  perfection  of  the  index. 
There  are  several  forms  of  index,  each  possessing  its  own 
advantages  and  disadvantages.  If  the  loose  leaf  method 
of  filing  in  binders  be  adopted,  it  admits  of  the  preparation 
of  an  index  within  the  same  or  in  a  separate  cover  on  the 
numerical  system.  A  sheet  may  be  used  for  each  letter  of 
the  alphabet  and  each  subdivision  under  the  vowel  system. 
They  will  be  placed  in  the  binding  so  as  to  be  the  first  sheets 
to  come  in  contact  with  on  opening.     It  has  this  advantage  : 
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that  whereas  in  the  ordinary  book  it  would  be  necessary  to 
allot  pages  to  each  letter  of  the  alphabet  or  vowel  sub- 
division, if  that  were  resorted  to,  at  the  commencement  of 
forming  the  index,  there  would  not  be  the  same  necessity 
with  this  system,  as  the  index  leaves  could  be  inserted  only 
if  and  when  required,  thereby  having  no  blank  leaves  in 
the  book  ;  and  further,  it  is  never  known  how  many  leaves 
of  an  index  any  particular  letter  or  subdivision  will  require. 
A  large  number  are  required  in  some  cases  and  a  small 
number  in  others,  so  that  in  the  case  of  an  index  in  a  bound 
book  some  subjects  would  overflow  the  limit  of  space 
allowed  for  them,  while  other  pages  were  almost  unused. 

LOOSE    CUTTINGS    IN    ENVELOPES 

A  great  simplification  and  saving  of  labour  results  when 
the  cuttings  are  stored  away  just  in  the  condition  in  which 
they  are  cut  from  the  journal  or  newspaper. 

The  title  is  written  on  the  outside  of  the  envelope  ;  when 
it  becomes  too  full,  another  one  bearing  the  same  title  is 
added,  with  No.  2  written  against  the  title,  or  where  suffi- 
ciently numerous,  the  cuttings  may  be  further  sorted  out  and 
divided  into  sub-classes,  each  having  its  own  envelope. 

The  envelopes  are  then  placed  alphabetical^  in  a  drawer 
or  fihng  cabinet,  or  numbered,  and  a  separate  index  kept  as 
before  explained  in  dealing  with  the  loose  sheet  system.  In 
any  case  the  subject  or  number  should  be  written  or  typed 
on  the  front  at  the  top  edge  in  the  left-hand  corner.  All 
that  is  necessary  is  to  find  the  right  envelope  and  drop 
the  cutting  in,  which  may  be  done  without  removing  the 
envelope.  Cross  reference  may  be  made.  Pasting  of  cut- 
tings is  dispensed  with  altogether. 


CHAPTER  V 

USE   OF  THE  TELEPHONE 

This  is  a  subject  very  little  understood  by  those  who  have 
not  been  accustomed  to  the  use  of  the  telephone,  and  even 
many  who  have  been  accustomed  to  using  it  have  very  little 
knowledge  of  the  correct  mode  of  procedure,  and  many 
delays,  difficulties,  and  much  unpleasantness  may  be  avoided 
by  studying  this  branch  of  office  work. 

In  making  a  local  call  it  is  only  necessary  to  call  the 
attention  of  the  local  Exchange  by  either  lifting  the  receiver 
in  the  case  of  the  newer  installations  or  by  turning  the 
handle  in  others,  and  you  will  be  put  through  immediately  ; 
but  in  the  case  of  a  trunk  call  it  is  generally  necessary  to 
hang  up  the  receiver  again  and  w^ait  for  the  ring,  signifying 
that  the  trunk  connection  has  been  made,  and  in  some  cases 
it  is  only  a  matter  of  a  few  minutes,  others,  on  busy  lines,  it 
may  take  half-an-hour  or  more. 

MAKING   A   CALL 

Have  the  number  ready.  Take  off  the  receiver.  Lifting 
the  receiver  releases  the  receiver  rest,  which  causes  the  lamp 
to  glow  at  the  operator's  desk  in  the  Exchange. 

If  you  are  kept  waiting  more  than  ten  seconds,  press  your 
receiver  rest  down  and  up  six  or  seven  times  (at  the  rate  of 
once  a  second)  and  then  pause.  This  makes  the  light  go  out 
and  flash  intermittently,  attracting  the  attention  of  operator 
and  supervisor. 

Don't  say  "  Hullo  "  or  anything  else  until  you  hear  the 
operator's  "  Number,  please  ?  " 

Give  the  number  you  want — "  Manchester  6904,"  not 
"  6904  Manchester." 

Speak  close  to  the  mouthpiece.  Don't  shout  but  speak 
very  distinctly  ;    staccato. 

Remember  it  is  the  consonants  which  are  difticult  to  hear. 

Be    especially  careful    to    distinguish   "5"   and  "  g" — • 
"  FouR  fiVe  eighT  niNe,"  not  "  fawfieightni." 
N^Say  "Oh"  for  "o"  not  "nought"  (nought  is  mistaken 
for  4,  also  somewhat  unexpectedly,  for  8) . 
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Central  196,  say  "  one,  nine,  six,"  not  hundred  and  ninety 
six. 

Central  1966,  say  "  One,  nine,  double  six." 

Central  1996,  say  "  One,  double  nine,  six." 

Central  1999,  say  "  One  nine,  double  nine,"  not  one 
double  nine  nine,  to  avoid  confusion  of  repeated  nines. 

Central  9999,  say  "  Double  nine,  double  nine." 

But,  "  Central  one  hundred,  six  thousand." 

Listen  to  operator  repeating  it.  This  repetition  by 
operator  has  been  mistaken  for  "  impertinence."  It  is  very 
important  duty. 

Confirm  by  saying  "  Yes,  please,"  not  "  I^ght,"  which  is 
mistaken  for  five  or  nine. 

Wait  patiently  without  agitating  your  receiver  rest  until 
there's  unreasonable  delay,  for  the  distant  subscriber  to 
announce  himself : 

"  We're  Smith  &  Co."  _ 

Many  telephone  conversations  begin  by  both  parties 
saying  "  Hullo,  Hullo,  Who  are  you  ?  "  wasting  much  time 
and  temper. 

The  rule  is,  the  Rung-up  announces  the  name  of  the  firm 
or  house  owner,  whereupon  the  Ringer-up  announces  his 
name  and  the  name  of  the  person  he  wants. 

Say  "  Good-bye "  when  finished,  but  wait  for  the 
other  subscriber's  "  Good-bye  "  before  hanging  up  the 
receiver. 

Hang  up  i)romptly  and  see  that  nothing  (e.g.  a  book) 
prevents  the  receiver  rest  from  being  fully  depressed. 
Otherwise  your  signal  lamp  at  the  Exchange  will  remain 
alight  and  cause  much  confusion  to  the  operator. 

CUT-OFFS 

In  the  case  of  a  cut-off  the  Ringer-up  holds  on  and  re- 
establishes connection.  The  Rung-up  should  immediately 
hang  up  his  receiver. 

DOUBLE   CONNECTIONS 

Very  occasionally  you  are  connected  through  to  two 
subscribers  already  in  conversation.  It  is  very  important 
that  the  unwitting  intruder  should  at  once  gain  his  operator's 
attention  by  moving  his  receiver  rest  up  and  down  until  he 
hears  the  operator  speak  (not  to  tell  the  other  parties,  or 
oblige  the  other  parties  to  tell  him,  to  "go  away").     He 
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should   say  to  the  operator  :    "  You  have  made  a  double 
connection." 

FALSE   RINGS 

Sometimes  3''ou  may  i^o  to  answer  tlie  telephone  and 
instead  of  hearing  another  subscriber  you  are  asked  by  the 
Exchange  "  Number,  please  ?  "  Exasperating,  and  some- 
times due  to  operator's  mistake  ;  more  commonly  to  the 
ringing-up  subscriber  having  for  some  reason  abandoned 
the  call.  And,  of  course,  your  operator  knows  nothing  of 
that  call,  which  never  went  through  her  side  of  the  Exchange, 
much  less  through  her  hands.  She  has  seen  your  lamp  glow 
when  you  lifted  your  receiver  and  naturally  answered  what 
she  thinks  to  be  your  call. 

TELEPHONE   PHRASES 

For  speeding  up  telephone  work  it  is  obviously  necessarj^ 
that  the  preliminaries  should  be  as  brief  and  stereotyped  as 
possible.  Set  phrases  and  terms,  easily  recognisable,  should 
be  always  used,  not  because  they  are  the  best  phrases 
necessarily,  but  because  they  are  in  common  use.  The  pace 
and  efficiency  of  the  operator  in  her  very  exacting  task 
depends  upon  her  being  "  thrown  out  of  her  stride  "  as  little 
as  possible. 

"number  engaged" 

If  you  hear  "  Number  engaged,"  believe  the  operator  ; 
"  clear  your  line  "  by  hanging  up  your  receiver  at  once 
and  try  again,  say,  two  minutes  later.  If  not,  you  prevent 
someone  getting  on  to  you. 

"no  reply" 

Here,  again  believe.  It  smooths  and  simplifies  the 
working.  In  the  very  great  majority  of  cases  your  faith  will 
be  justified.  Very  close  supervision  and  the  self-interest  of 
the  operator,  who  gives  herself  more  work  by  mistakes,  are 
your  safeguard. 


CHAPTER  VI 
BRANCH    DOCUMENTS 

BRANCH    LETTER    BOOKS 

Letter  books  of  the  manifold  type  should  be  supplied  to 
the  branches.  These  should  be  of  the  same  size  as  the  Head 
Office  note  heads,  for  reasons  explained  on  page  12.  They 
should  be  headed  as  follows  :— 

f'R'NTEn^       Union 

Branch 

Secretary Address 

All   communications    to    be  

addressed  to  the  Union  and 

not  to  individuals.  19... 

Only    one     subject    to     be 
written  about  on  one  page. 

{Subject  Heading  or  Reference  Number) 


BINDING  CASES  FOR  IMPORTANT  CIRCULARS  AND  DOCUMENTS 
SUPPLIED   TO    BRANCHES 

As  many  of  the  circulars  and  documents  dispatched  to 
branch  secretaries  are  of  importance  for  a  considerable 
length  of  time,  some  provision  should  be  made  for  their 
preservation,  in  handy  book  form.  For  this  purpose  it  is 
advisable  to  supply  them  with  binders  of  stout  and  lasting 
material,  such  as  the  Stolzenberg  Catalogue  binder.  The 
circulars  and  documents  which  it  is  intended  should  be 
preserved  should  be  all  of  one  colour,  so  that  the  branch 
secretaries  could  be  instructed  to  preserve  all  of  the  allotted 
colour.     They  should  all  be  uniformly  punched  so  as  to  fit 
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^)5 


the  prongs  of  the  binder,  and  as  received  would  be  inserted 
in  the  binder.  Unless  this  is  done  there  is  much  confusion 
when  they  are  required  later,  which  often  means  a  further 
supply  being  required  from  Headquarters.  In  the  back  of 
the  case  an  index  may  be  kept  by  the  branch  secretary,  each 
document  being  numbered  and  recorded  when  inserted. 


EtECTRlCllLpLflNT 

AND§UPPUE§ 


PRICE  List 


litdix£«te«Diag^»«iie|^- 


CHASMAClNTOSH&CaLTi: 


Slolzenberfr  Loose  Leaf  Catalogue  Cover. 


FORMS    FOR   OUFSTION    AND    RFPLY 

It  often  happens  that  the  Headquarters  has  queries  to 
put  to  branch  secretaries  where  it  is  not  necessary  to  make 
carbon  copies  of  them.  For  this  purpose  it  is  well  to  have 
special  sheets,  ruled  as  on  next  page. 

The  ruling  is  also  carried  to  the  back,  and  the  sheet  is  then 
large  enough  to  hold  a  considerable  amount  of  matter.  In 
the  case  of  branch  expenditure,  where  items  are  questioned, 
these  sheets  will  serve  the  purpose.  In  cases  of  inquiries 
as  to  the  length  of  membership  of  the  Union  where  a 
member  is  apph'ing  for  Old  Age  Pay,  and  he  has  been  a 
member  of  various  branches  during  the  qualifying  period, 
the  necessary  inquiries  of  the  various  branch  secretaries 
concerned  may  be  made  on  these  sheets.  When  further 
particulars  are  required,  the  form  first  completed  is  returned, 
with  another  upon  the  fresh  point,  and  each  time  an  inquiry 
is  made  on  the  same  subject,  whether  to  one  branch  secretary 
or  another,  the  whole  of  the  forms  containing  the  inquiries 
and  replies  are  dispatched,  so  that  there  is  no  need  to  keep 
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referring  to  files   on  each  occasion.      The  scries  of  corre- 
spondence forms  a  complete  history  of  the  case,  and  is  filed 


To. 


Union 

Office  address 


19. 


Question 


Reply 


Sis;ned. 


19. 


(See  over) 


away  when  finally  disposed  of.  The  forms  should  be  held 
together  with  a  fastener  of  the  loose  lace  type,  so  that  any  one 
may  be  removed  if  necessary,  but  yet  all  are  secure. 
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This   is  a  system  largely  in  use   in  the  army'  and   other 
Government  offices,  and  is  effective  and  a  time-saver. 


FORM    LETTERS    EOR    USE    WHEN    MAKING    REMITTANCES 
TO   BRANCHES 

Where  the  Union  lias  to  make  frequent  remittances  of 
Unemployment  Pay,  or  expenses  to  branch  secretaries,  in  order 
to  save  time  and  laboiu",  and  at  the  same  intimate  the  amount 
being  enclosed,  it  is  well  to  have  form  letters  printed  as 
follows  : — 

Union. 

Offices. 


Date. 

To - 

Secretary Branch. 

Dear  Sir, 

Enclosed  please  find 

for  the  sum  of  ^ , s. d.  being   U)ieinployment  Pay  for 

\veek  ending for  the  members  whose  names  appear 

on  the  enclosed  Unemployment  Sheet. 

Please  complete  the  sheet  and  return  at  your  earliest  convenience. 

Yours  faithfully, 


Treasurer. 

The  forms  slundd  be  bound  in  book  form,  with  carbon 
duplicates  remaining  for  reference  where  necessary. 

Where  it  is  thought  advisable,  the  same  method  might 
be  adopted  when  making  remittances  for  any  other  purposes, 

the  words  ' '  Unemployment  Pay  for  week  ending " 

being  omitted,  a  blank  being  left  for  the  insertion  of  the 
particulars  of  the  payment  being  made. 


CHAPTER  VII 
DOCUMENTS,   PRINTING,   ETC 

In  the  work  of  a  Trade  Union,  in  these  days,  circulars  play 
a  very  important  part.  Awards  are  being  issued  ;  altera- 
tions in  hours,  wages  ;  calculation  of  compensation,  conse- 
quent upon  wage  advances  ;  national  questions  having  to 
be  voted  upon  by  branches  ;  new  instructions  connected 
with  the  internal  work  of  the  Trade  Union  ;  in  fact  very 
few  days  go  by  without  the  necessity  for  such  communica- 
tions with  the  branches  arising.  This  being  so,  some 
attention  to  this  branch  of  the  Union's  activities  will  not 
be  out  of  place  in  a  work  of  this  description. 

Where  it  is  usual  to  have  the  circulars  printed,  the  size 
should  be  uniform,  preferably  large  octavo.  This  admits  of 
a  fair  amount  of  matter  being  put  on  one  sheet,  and  may  be 
in  form  of  a  fly-leaf  where  there  is  more  matter  than  can  be 
conveniently  accommodated  on  one  page  and  where  printing 
on  the  back  is  not  adopted  ;  whereas  if  foolscap  size  were 
used  throughout,  there  would  be  many  times  when  the 
extent  of  the  matter  would  not  warrant  this  size,  thereby 
being  a  waste  of  paper — a  commodity  which  now  occupies 
a  much  more  important  position  in  the  sphere  of  business 
than  formerly.  Another  advantage  in  uniformity  of  size  is 
that  tenders  may  be  called  for  from  different  printers  and 
compared,  so  that  tlicre  is  little  room  for  variation  in  prices, 
and  consequently  they  will  be  quoted  rock  bottom.  It  will 
only  be  necessary  to  submit  a  single  specimen  and  ask  for 
quotations  for  one-page,  two-page,  three-  or  four-page  matter, 
on  the  same  quality  paper. 

It  is  advisable  when  inviting  ([notations  to  specify  that 
all  work  of  that  character  will  be  given  to  tlie  successful 
competitor  for,  sa}^  a  year,  giving  approximate  quantities 
required. 

This  would  enable  those  quoting  to  base  their  estimates 
on  the  more  advantageous  terms  they  would  be  able  to  get 
by  ordering  the  paper  in  one  large  quantity  rather  than, 
through  uncertainty,  confining  their  consignments  to 
quantities  as  required,  and  consequently  at  higher  prices. 

Of  course,  against  this  must  be  set  the  disadvantage  of 

68 


DOCUMENTS,  PRINTING,  ETC.  (x) 

being  tied  to  one  supplier  for  the  period,  wlio,  during 
particularly  busy  periods,  could  not  perhaps  turn  out  the 
work  as  promptly  as  desired  ;  but  I  think  the  advantages 
of  this  method  outweigh  the  disadvantages,  and  under  such 
circumstances  an  odd  job  could  be  placed  elsewhere. 

It  is  always  advisable  to  make  it  a  condition  of  tendering 
that  the  work  shall  be  done  by  none  but  Trade  Union  labour, 
and  it  is  now  possible  to  procure  paper  with  a  water-mark 
guaranteeing  that  it  is  produced  by  Trade  Union  labour,  so 
that  the  use  of  this  kind  of  paper  might  be  a  stipulation 
when  inviting  tenders. 

At  the  foot  of  every  issue  should  be  printed  the  initials 
of  the  printer,  the  date  and  the  number  printed,  as  follows  : — 
B.  &  B.  2,000,  2,3/20.  This  serves  as  a  guide  when  re- 
ordering, both  as  to  who  did  the  job  and  the  number  likely 
to  be  further  required. 

In  addition  to  the  initials  of  the  printer,  the  quantity 
and  the  date  being  placed  at  the  bottom  of  each  circular,  it 
is  desirable  to  number  each  and  place  it  there.  Branches 
very  often  require  further  copies,  sometimes  many  months 
after  their  first  issue,  and  this  number  facilitates  reference 
to  them,  and  prevents  the  confusion  consequent  upon  im- 
proper descriptions,  or  titles,  given  by  the  branch  secretaries. 
It  is  merely  necessary  to  ask  then  for  further  copies  of  circular 
number  so-and-so. 

For  this  reason,  it  is  also  necessary  to  keep  in  the  office  a 
quantity  of  each  circular,  which  should  be  carefully  stored 
away  until  wanted.  They  should  be  stored  in  numerical 
order,  the  number  and  the  subject  being  clearly  written  on 
the  outside  of  the  special  envelope  containing  them.  An 
index  should  also  be  kept,  so  that  copies  of  any  particular 
circular  may  be  at  once  turned  up. 

A  record  of  all  jobs  completed  may  be  kept  in  a  book  set 
apart  for  the  purpose,  giving  full  details  of  each  contract, 
so  that  reference  may  be  made  to  it  at  any  future  time. 

There  is  also  the  advantage  derived  from  this  uniformity 
of  being  able  to  have  bound  in  permanent  form  all  circulars 
sent  out  during  the  year,  so  that  they  may  be  referred  to 
whenever  necessary,  and  if  the  minutes  of  all  meetings  held 
are  printed  on  paper  of  the  same  size,  each  year's  minutes 
and  circulars  may  be  bound  in  one  volume,  thus  forming  a 
complete  record  of  the  Union's  activities  for  the  year. 

Where  special  jobs  are  required  it  would  be  necessary  to 
invite  special  tenders  for  them. 

There  is  another  slight    advantage  in  placing  all  orders 
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with  one  printer,  and  that  is  in  the  matter  of  setting  all  the 
headings,  signatures,  etc.,  of  circulars,  as  these,  once  set  up, 
may  be  kept  set,  so  that  the  labour  necessary  in  type-setting 
will  not  be  so  great,  only  the  body  of  the  circular  having  to 
be  set  up. 

This,  in  the  course  of  a  year,  may  be  a  considerable  saving, 
much  of  the  advantage  of  which  will  accrue  to  the  Union. 

■      COLOUR    SYSTEM   APPLIED    TO    PRINTING 

The  colour  system  may  be  used  to  advantage  in  the  case 
of  circulars  to  branches.  By  arrangement,  any  specially 
important  documents  may  be  printed  on  a  particular 
coloured  paper,  or  by  a  particular  coloured  ink  if  white 
paper  is  always  used.  It  is  so  customary  for  branch 
secretaries  to  receive  circulars,  sometimes  an  assorted 
number  in  one  envelope,  or  perhaps  one  in  an  unimportant- 
looking  envelope  with  a  halfpenny  stamp  affixed,  that  they 
become  inclined  to  treat  them  all  alike  and  read  them  at  their 
leisure,  urgent  and  otherwise.  If  the  colour  system  is  used, 
on  the  receipt  of  a  circular  of  the  colour  allotted  to  urgent 
and  important  matters,  their  attention  is  at  once  arrested 
by  it,  and  the  consideration  desired  given  to  the  business 
contained  therein. 

We  may  go  a  little  further  with  this  distinction  and  enclose 
all  such  communications  in  envelopes  of  the  same  pre- 
arranged colour,  and  they  immediately  select  that  particular 
one  from  their  daily  correspondence,  knowing  it  to  be  all- 
important. 

CORRECTING   PRINTERS'    PROOFS 

The  preparation  of  the  "copy"  for  the  printer  is  an 
important  task.  The  following  general  rules  should  be  as 
far  as  possible  observed  : — 

The  "copy"  should  be  typed,  and  only  one  side  of  the 
paper  used. 

A  fairly  wide  margin  should  be  left  on  the  left-hand  side  of 
the  paper  for  corrections,  where  required. 

Double  or  treble  spacing  should  be  employed  in  typing. 

The  size  of  the  paper  generally  used  is  foolscap  or  quarto. 

Alterations  in  the  arrangement  and  the  wording  are  best 
made  before  handing  the  "copy"  to  the  printer,  as  they 
entail  considerable  trouble  if  made  after  the  type  is  set. 

If  the  alterations  are  extensive,  it  is  better  to  re-type  the 
whole. 
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V.dch  ])aj<c>  should  contain  approximately  the  same 
number  <>!  words  ;  the  printer  may  then  more  easily  gauge 
the  total  amount  of  matter.  References,  quotations,  and 
names  of  places  should  be  given  accurately. 

A  line  drawn  under  a  word  in  the  copy  signifies  that  the 
word  must  be  printed  in  italics  type  ;  two  lines  denote  small 
capitals,  and  three  lines  large  capitals.  Correct  punctuation 
should  be  observed,  as  the  compositor  is  supposed  to  follow 
the  copy  in  this  matter.  The  paragraphs  should  be  arranged 
on  the  copy. 

When  the  proof  is  furnished,  it  should  be  carefully  read 
and  compared  with  the  copy,  and  if  the  corrections  are 
extensive  it  is  better  to  ask  for  a  "  revise,"  which  is  a  second 
proof.  When  finally  corrected,  the  proof  should  be  marked 
"  print  off,"  together  with  the  initials  of  the  person  passing 
it,  and  date. 

Generally  speaking,  one  is  not  generally  called  upon  to 
use  all  the  forms  of  corrections  used  by  printers  when 
reading  proofs,  for  they  read  them  carefully  themselves  and 
in  their  own  interest  make  all  corrections  of  what  they  term 
"  literals,"  and  if  their  copy  be  good,  very  few  corrections 
are  necessary.  But  in  the  course  of  business  a  certain 
amount  of  corrections  have  to  be  made,  and  if  these  are 
indicated  on  recognised  lines,  the  printer  will  more  easily 
understand  them. 

The  following  are  examples  of  the  correction  of  errors  : — 

Omission  of  hyphen,  dash,  etc. — A  caret  thus  A  should  be 
written  in  the  place  of  omission  and  a  hyphen,  dash,  etc., 
written  in  the  margin  between  vertical  lines,  thus  1— 1 . 

Omission  of  phrase  or  sentence. — Place  a  caret  in  the  place 
of  omission  and  write  phrase  or  sentence  in  the  margin,  or 
draw  a  line  from  the  caret  to  some  place  where  there  is  room 
to  write  the  omitted  matter. 

Omission  of  a  comma. — Mark  by  a  caret  and  show  correction 
in  the  margin. 

Omission  of  space. — Place  caret  where  space  is  required 

and  put  the  following  sign  in  the  margin  jk . 

Omission  of  letter  or  word. — Place  caret  where  omission 
occurs  and  write  letter  or  word  in  the  margin. 

Superfluous  letter.— Dra-w  vertical  line  through  it  and 
write  in  margin  "  Delete,"  or  the  following  sign  in  margin  (^. 

Too  much  space. — Make  a  curve  from  letter  to  letter  or 
from  word  to  word  above  and  belo>v  and  place  a  similar  sign 
in  the  margin. 
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PuncHiation  marks. — Draw  a  vertical  line  through  the 
wrong  mark  and  write  the  correet  one  in  the  margin.  A  fnll 
stop  should  be  encircled. 

If  capitals  are  wanted,  after  drawing  a  vertical  line 
through  a  letter,  or  a  horizontal  line  through  a  word,  write 
"Cap."  or  "  Sm.  Caps."  for  small  capitals,  and  "ital."  if 
italics  are  required. 

If  capitals  are  used  where  small  letters  are  required,  draw 
a  line  through  and  write  in  margin  "I.e.,"  meaning  Lower 
Case.  If  capitals  are  required  where  small  letters  are  used 
write  "  u.c."  (Upper  Case). 

If  there  is  a  wrong  letter  or  word,  draw  a  line  through  it 
and  write  correct  letter  or  word  in  margin. 

If  a  letter  is  reversed,  underline  and  write  in  margin  the 
following  sign  9- 

New  Paragraph. — Place  a  square  bracket  before  the  word 
which  is  to  commence  the  new  paragraph. 

Connecting  paragraphs.-  (Connect  the  last  word  in  the 
first  paragraph  with  the  fust  in  the  second  by  means  of 
a  curved  line,  and  in  the  margin  write  "  run  on."  Words 
in  wrong  position  :  encircle  the  word  or  words  in  wrong 
position  and  make  a  line  from  the  circle  to  the  correct 
portion,  where  a  caret  should  be  placed. 

Stel. — If  a  word,  words,  or  sentence  have  been  crossed 
out,  and  it  is  desired  that  they  should  be  retained,  place  dots 
under  each  letter  and  write  "  stet  "  in  margin,  which  means, 
"let  it  stand." 


[Example  of  Printers'  Corrections 
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The  fuUcnving  example  will  illustrate  the  use  of  the  wiricnis 
signs  used  when  rorreeting  proofs: — 


yypllfhat 


r ec  ommenda  t  i  ^n 


m 


the  i^^-^J/ 

-#- 

to  say,  as  regards  the  applicC^-  C- 
the  agreed  abatement  to  the 


the  ma  t  tf  eLi  s  : 
effect  be  given  to  the  t erms  of 
agreement  as  above  in  so  far  as  it  comes 
within  the  terms  of  reference  tcyfnyself; 
O  O^at  is 

it  i  on  wi  th  .  _  _   ^ 
1 -^/^o  1 1  i  er  i  e  s  concerned  of  terms  of  my  said 
'Report  of  27th  March^l920,  as  being  ap-    ^ 
propriate,  faj,r  and  equitable  i-ft-  '^ '  "  ' "  "" 


4 


g;v.p 


5(ii'|feums  tahces.   [The  position  of  the  clay^ 

'producing  collieries  may  place  them  outside 
the  jurisdiction  or  i^Tontrol  of  the  Coal      ^'^'/ 
Mines  Department  of  the  Board  of  Trade, 'O'-r^^  C/ 
in  their  case|  it  appears  sufficient  for 
me  to  record  the  y^re  agreement?  come  to    <^ 
between  the  parties  and  the  unders taO^ding  /  ^j 
that  it  should  be  given  effect  to  at  once   <, 
or  as  from  such  date  as  the  parties  may  ^.^^^"^  '  •( 
arrange^  ^s  regard^the  o  t h e r  cCOTtLTE^RTEB/i  t  <3l 
is,  in  my  opinion,  outside  the  ^erms  of  -^.c,// 

X-C.  J(e f  e r e n c^__t^_mys^l  f  to  make^^a i  ' 
f-^rTy'^r'pTrrinmrfimTfl^M^      from  wh: 
shall  be  given  to  the  same,  my  Kepc 
27th  March,  1920^not  containing  any  rec^om-  <^ 


.stodate,_u  7  / 
ich  effect  ^^^^^^^^Y 
ly  Report  of 


'/ 


mendation  in  this  regard.  I  understand, 
however,  that  the  Owners  are  willing  that 
effect  shall  be  given  to  the  agreement  as 
from  the  4th  day  of  Sept^,  1 9 1  O^^^su/bjec  t  to 
the  condi  t  ion^^as  shown  by  the 
set  out  in  clause  7  hereof. 


^ 


tcjDated   ^his    4th    day    of    August,     1920. 


X-?>-^»v-Q^ 


"T/T-^T*"^ 


1 


In  actual  typesetting  the  line  ends  will  be  even,  the 
printer  arranging  this  bj'  means  of  "spacing"  each  word; 
this  cannot  ver}-  well  be  accomplished  in  typewriting. 
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D UPLICATING    METHODS 

The  ach^intagcs  of  luudng  a  duplicating  apparatus  in  the 
Trade  Union  office  are  : 

(i)  That  urgent  work  may  be  done  much  more  expedi- 
tiously than  by  putting  it  in  the  hands  of  a  printer. 

(2)  That  work  of  a  private  and  confidential  nature  may 
be  done  quickly  and  without  giving  the  information  to 
outside  persons. 

(3)  That  small  jobs  in  the  wav  of  circulars  may  be  done 
much  cheaper  than  if  printed. 

The  principal  method  adopted  is  the  stencil  copying.  The 
flat  duplicator  and  the  rotary  machines  are  on  the  stencil 
principle. 

The  stencil  is  a  specially  prepared  sheet  of  wax,  upon 
which,  in  the  case  of  handwriting,  the  writing  is  done  with 


Uiitiey^'flnd] 


Flat  Duplicator. 


a  stylus,  which,  on  account  of  the  sheet  resting  upon  an 
engraved  plate,  perforates  it.  In  the  case  of  typewritifig, 
the  stencil  is  placed  in  the  machine,  and  a  silk  sheet  is  placed 
between  it  and  the  backing  sheet  in  order  to  ensure  clear 
cutting  by  the  tj^pe,  the  "  copy  "  being  typed  in  the  usual 
way.  To  prevent  the  type  becoming  clogged  by  the  wax,  a 
thin  tissue  sheet  covers  the  face  of  the  stencil.  After  cutting, 
the  stencil  is  checked  and  any  wrong  letters  or  words  may  be 
obliterated  by  varnishing  over  with  a  special  liquid  prepara- 
tion ;  where  letters  or  words  are  not  clearly  cut,  they  ma3^ 
be  made  clearer  by  applying  another  liquid  preparation 
called  "  Developine."  In  the  case  of  the  fiat  duplicator, 
the  stencil  is  firmly  placed  in  the  frame,  being  co\^red  by 
a  silk  diaphragm.     On  the  bed  of  the  duplicator  is  placed  a 
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sheet  of  paper  on  which  the  impression  is  to  be  produced. 
The  frame  is  then  closed  down  and  an  inked  roller  passed 
over  the  diaphragm,  thereb}^  squeezing  the  ink  through  the 
perforations  of  the  stencil  on  to  each  sheet  of  paper  as  it  is 
inserted.  The  paper  used  is  of  a  specially  absorbent  nature 
to  facilitate  drying. 

The  same  process  of  stencil  cutting  is  necessary  in  the 
case  of  the  rotary  machines,  but  the  stencil  is  placed  on  a 
semicircular  drum,  the  inking  is  automatic,  and  the  paper 


No.  lo  MoiIl-I  Riinco  Duplicatur  (Self-feeder). 

is  placed  on  a  small  bed  from  which  it  is  automatically  fed 
into  the  machine,  emerging  at  the  other  side  ready  for  being 
dispatched.  There  is  usually  a  small  attachment  on  the 
machine  for  recording  the  number  printed  off.  These 
machines  are  capable  of  working  at  the  rate  of  about  ninety 
copies  per  minute. 

The  ink  used  for  the  fiat  duplicator  is  a  "grease"  ink, 
while  that  used  for  the  rotary  is  a  "  water  "  ink. 


FORMS    FOR    FINANCIAL   AND    OTHER    PURPOSES 

Each  of  these  fcjrms  should  bear  a  distinctive  number  or 
letter  and  number,  so  that  they  may  be  more  readily  referred 
to  in  correspondence  than  by  name. 

The  following  are  a  few  examples  :■ — 

Form  I,  2,  3,  and  so  on  ;  Form  lA,  2A,  etc.,  or  Ai,  B2,  R6, 
the  letters  having  some  reference  to  the  particular  use  of 
the  form.  It  is  also  desirable  that  they  should  have  their 
distinctive  colours.  In  letters  from  the  branches  may  be 
several  of  the  various  forms,  duly  filled  in  :    there  may  be  a 
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monthly  return  of  Income  and  Expenditure,  an  Old  Age 
Receipt  form,  an  application  for  Unemplo^-ment  Pay,  and 
others  which  are  due  for  return  to  Headquarters.  It  saves 
the  time  occupied  in  perusing  them  for  the  purpose  of 
classification  if  the  colour  system  is  used  ;  the  contents  of 
an  envelope  are  visualised  at  a  glance,  and  classification  is 
a  matter  of  an  instant.  Besides,  many  of  these  documents 
are  gone  through  and  turned  up  frequently  at  various 
intervals,  and  when  the  colours  of  the  different  ones  have 
become  familiar  they  can  be  picked  out  from  a  host  of  papers 
and  documents  without  a  search. 

I  remember  at  a  particular  arbitration  we  were  in\'olved 
in  it  was  necessary  to  verify  some  figures  appertaining  to 
wages,  and  the  Colliery  Company's  books  had  to  be  produced. 
In  the  course  of  the  investigation  some  sets  of  books  referring 
to  different  districts  of  the  colliery  were  produced,  each  set 
boimd  together  by  an  elastic  band.  They  were  in  use  at 
the  colliery  by  the  timekeepers  and  the  office  staff  daily. 
Every  time  we  required  a  particular  set  there  was  a  scarcli 
for  it,  by  going  through  all  until  we  had  found  it ;  they  all 
had  backs  of  the  same  colour. 

We  hadn't  gone  on  long  before  the  General  IManager 
stated  that  he  was  proud  to  think  that  although  it  was  a 
comparatively  small  colliery,  with  an  equalty  small  staff, 
their  office  organisation  was  equal  to  that  of  the  largest  and 
most  up-to-date  collieries  in  the  country.  I  was  not  in  a 
position  to  criticise  this  statement  beyond  the  fact  that  the 
first  thing  that  attracted  my  attention  was  this  trouble  and 
loss  of  time  occasioned  by  the  lack  of  attention  to  such  a 
simple  detail  as  having  the  backs  of  the  books  appertaining 
to  each  district  of  a  distinctive  colour. 

QUALITY   OF    PAPER 

In  the  case  of  all  financial  documents,  and  others  which 
arc  likely  to  be  handled  often,  good  quality  of  paper  should 
be  used.  The  offtce  staff  has  of  necessity  to  look  up,  com- 
pare, and  copy  from  these  documents,  and  the  auditors  are 
afterwards  concerned  with  them,  so  that  they  get  a  good 
deal  of  tossing  about,  and  it  is  sometimes  serious  if  a  corner 
is  torn  off,  say,  containing  a  total  or  signature.  The  paper 
should  therefore  be  of  a  tough,  parchment  nature. 

In  the  case  of  circulars,  etc.,  of  a  temporary  nature,  the 
quality  is  not  of  so  much  importance. 


CHAPTER  Vlil 
DISPATCH 

ENVELOPliS   IN   READINESS   FOR  CORRESPONDENCE   WITH 
THE   BRANCHES 

In  order  to  save  much  time  which  would  otherwise  be 
occupied  in  addressing  envelopes  to  the  branches  for  ordinary 
correspondence,  it  is  advisable  to  have  envelopes  ready 
addressed,  but,  unlike  the  case  of  circulars,  they  will  not  be 
made  up  into  sets.  It  will  be  necessary  to  have  a  cabinet 
or  drawer,  divided  by  guide  cards,  providing  a  division  for 
eacli  branch  of  the  Union.  Behind  these  guide  cards  a 
small  supply  of  envelopes  will  be  kept.  When  the  corre- 
spondence is  about  to  be  made  up  and  dispatched,  the 
cabinet  will  be  referred  to  and  the  required  envelopes 
extracted.  Each  letter  will  be  then  placed  under  the  flap 
of  the  envelope  belonging  to  it,  thus  assuring  that  it  will 
be  enclosed  in  the  proper  one. 

As  a  supply  of  envelopes  for  each  branch  will  not  be 
depleted  uniformly,  the  correspondence  with  some  branches 
being  more  voluminous  than  with  others,  supplies  for  all 
branches  will  not  be  usually  required  at  the  same  time, 
but  with  experience  the  requisite  number  of  each  will  be 
calculable,  and  thus  at  stated  periods  the  whole  range  of 
envelopes  may  be  reprinted  at  the  same  time,  but  in  variable 
quantities,  or  a  further  supply  for  each  branch  may  be 
procured  when  necessary,  there  not  being  a  great  dilference 
between  the  cost  involved  in  getting  a  full  reprint  and  that 
of  a  reprint  for  the  branches  as  required,  the  cost  of  type- 
setting being  the  same. 


DISPATCHING   CIRCULARS 

As  the  necessity  for  dispatching  circulars,  etc.,  frequently 
arises,  and  as  the  addresses  are  the  same  in  nearly  every  case, 
some  means  may  be  de\dsed  whereby  time  and  labour  may 
be  economised  in  this  work. 

One  method  often  adopted  is  that  of  having  envelopes  of 
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various  kinds  and  sizes,  printed  in  sets,  with  the  names 
and  addresses  of  the  branch  secretaries,  so  that  when  a 
batch  of  circulars  has  to  be  sent  off  it  is  only  necessary  to 
take  a  set  of  envelopes  of  the  required  size  and  insert  the 
circular  or  circulars  in  them,  and  when  stamped  the  work 
is  complete. 

Another  way  is  to  have  the  names  and  addresses  printed 
on  perforated  gummed  sheets  similar  to  postage  stamps. 
These  are  detached,  damped,  and  stuck  on  the  envelopes. 
One  advantage  of  this  method  over  the  former  is  that  where 
special  envelopes  are  necessary  they  may  be  obtained  from 
the  makers  and  these  labels  stuck  on,  whereas  it  is  not 
possible  to  keep  in  stock,  addressed,  every  kind  of  envelope 
likely  to  be  required  in  the  course  of  a  year,  one  reason  being 
that  the  names  and  addresses  frequently  change  ;  and  it 
would  also  mean  carrying  a  large  and  varied  stock,  some  of 
which  may  not  be  required. 

Again,  in  the  case  of  parcels,  these  slips  will  be  avail- 
able, thus  saving  the  time  taken  up  in  writing  the 
addresses. 

A  very  useful  in\'enti()n  in  the  way  of  a  time-saver  is  the 
addressing  machine.  There  are  several  varieties  on  the 
market.  It  is  simple  in  operation,  a  junior  being  able  to 
manipulate  it  with  ease.  Each  branch  will  have  the  name 
and  address  of  its  secretary  cut  on  a  stencil  or  embossed 
upon  a  zinc  plate  ;  the  required  stencils  or  plates  are  put 
into  the  machine  and  they  pass  through  the  printing  point 
where  the  envelope  is  inserted  between  the  plate  and  the 
stamper. 

In  the  case  of  receipts  or  other  documents  of  a  similar 
character,  which  require  to  be  sent  weekly  or  monthly,  by 
whichever  method  the  envelopes  are  addressed,  they  should 
be  made  up  into'  sets — i.e.  one  for  each  branch — bound 
with  a  rubber  band  and  numbered.  By  this  means  when 
it  is  desired  to  send  the  receipts  it  is  only  necessary  to  with- 
draw the  required  envelopes,  and  it  may  be  seen  at  a  glance 
which  have  not  been  sent  at  any  particular  time,  as  those 
envelopes  will  remain  in  the  bunch. 

Economy  in  the  use  of  envelopes  may  be  effected  by 
supplying  each  branch  with  a  rubber  stamp  containing  the 
■address  of  Headquarters,  with  instructions  to  forward  any 
communications  to  Headquarters  in  the  envelopes  they  have 
received  rmsealed.  All  that  is  necessary  is  to  cross  out  their 
own  address  and,  when  sealed,  stamp  with  the  rubber  stamp 
on  the  reverse  side.     This  ma}-  appear  a  small  matter,  but 


DISPATCH  79 

wlidi'  lliciv  aiv  many  branches  it  will  be  the  means  of  saving- 
pounds  in  the  course  of  a  year. 

The  Government  expedient  of  placing  a  gummed  address 
slip  over  the  flap  in  the  case  of  sealed  branch  communica- 
tions and  enclosing  a  slip  for  the  reply  is  also  a  means  of 
reducing  the  Stationery  bill. 


CHAPTER  IX 
BRANCH   EXPENDITURE 

It  is  advisable  to  have  some  arrangement  whereby  the 
expenditure  of  branches  is  paid  direct  from  Headquarters. 
In  this  way  the  officials  have  more  control  over  it,  for  the 
items  may  be  carefully  scrutinised  before  being  paid.  In 
the  case  of  accounts  which  have  been  paid  by  the  branches, 
Headquarters  should  insist  upon  the  claim  for  repayment 
being  accompanied  by  the  vouchers.  In  many  Unions  the 
branches  are  allowed  to  deduct  from  their  receipts  the 
amount  of  their  expenditure,  but  this  is  not  conducive  to 
economy.  For  the  purpose  of  recording  the  various  items 
of  expenditure  of  the  branches  a  form  should  be  printed, 
with  headings  for  most  of  the  items  for  which  provision  is 
made  in  the  rules  for  expenditure.  The  branch  would  then 
send  its  contributions  in  full,  and  would  receive  a  remittance 
from  Headquarters  for  its  expenditure,  which  would  add 
very  little  to  the  cost  of  administration  of  the  Union. 

The  expenditure  sheet  having  been  passed  by  the  person 
whose  duty  it  is  to  examine  it,  a  cheque  would  be  dispatched 
to  the  secretary,  which  he  could  either  cash  or  return  as  part 
of  his  next  remittance,  for  he  will  generally  have  contribu- 
tions in  hand,  out  of  which  he  can  cash  the  cheque. 

Another  method  by  which  the  expense  of  the  use  of 
cheques  is  avoided  is  by  the  use  of  receipts.  The  branch 
secretary  would  receive  a  receipt  for  the  amount  of  the 
expenditure,  which  he  would  return  as  representing  cash 
when  next  remitting  monthly  contributions  to  Headquarters. 
For  instance,  his  expenditure  for  the  month  being  £5,  on 
the  sheet  being  passed  he  would  receive  from  Headquarters 
a  receipt  for  £5.  When  remitting  his  next  monthly  money 
he  would  deduct  the  ■£<^  in  cash  and  substitute  the  receipt 
as  being  equivalent  to  ;;^5.  There  would  be  practically  no 
cost  by  this  method,  whilst  admitting  of  an  efficient  check 
upon  branch  expenditure. 

AUDITING  OF  BRANCH  BOOKS  AT  HEADQUARTERS 

As  a  rule,  the  branch  books  are  made  up  and  audited  each 
half-year.     There  can  be  nothing  gained  by  having  a  local 
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ilikUI  ill  ;Ld(.lilion,  as  is  sometimes  the  practice  that  is, 
one  conducted  by  the  local  officials  as  I  have  known 
many  cases,  where  this  has  been  the  custom,  of  books 
being  very  inaccurately  balanced,  the  local  people  not 
knowing  oxactlv  the  scope  of  tlieir  duties,  so  tliat  it  is 
monej;  ill-spent. 

Before  the  books  are  sent  to  Headquarters  for  audit,  the 
totals  of  all  the  various  columns  of  contributions  should  be 
inserted  ;  this  expedites  the  work  of  the  auditors.  Where 
new  members  are  entered,  it  should  be  shown  on  what  date 
the  first  instalment  of  the  entrance  fee  was  received,  so  that 
in  case  of  unemployment  through  any  cause  the  date  on 
which  they  become  financial  members,  according  to  the 
rules,  may  be  exactly  ascertained.  Where  members  are 
admitted  by  transfer  from  some  other  branch  of  the  Union, 
or  from  another  Union,  the  date  of  admission  should  be 
clearly  shown,  so  that  the  auditors  may  know  exactly  the 
date  when  their  contributions  should  be  calculated  from. 
It  is  often  very  difficult  to  ascertain  this  from  the  books. 
These  transfers  should  all  be  retained  and  accompany  the 
books  when  sent  for  audit. 

The  first  task  in  connection  with  the  work  of  the  audit 
should  be  to  see  that  the  amounts  stated  by  the  books  to 
have  been  remitted  to  Headquarters  are  those  actually 
received.  I  have  known  this  precaution  to  be  entirely 
overlooked,  and  the  figures  of  the  branch  books  to  be 
accepted  as  though  correct,  and  it  has  only  been  discovered 
that  they  were  incorrect  when  the  total  receipts  of  Head- 
quarters for  the  year  and  those  recorded  by  the  branch 
books  differed,  with  the  result  that  much  time  was  taken  up 
finding  the  error  or  errors. 

The  totals  shown  in  the  contribution  book  should  be 
verified  and  compared  with  the  weekly  totals  in  the  cash 
books  kept  by  the  branch  secretary  and  treasurer.  These 
things  accomplished,  the  expenditure  items  should  be 
examined.  If  these  items  have  to  be  submitted  to  Head- 
quarters— as  previously  suggested — before  payment,  there 
will  be  no  necessity  to  deal  with  them  here  ;  but  if  the 
branch  pays  them  out  of  the  contributions,  vouchers  should 
be  produced  in  support  of  them,  and  in  the  case  of  pay- 
ment to  local  members,  these  should  be  examined  to  see 
if  in  accordance  with  the  rules.  At  the  conclusion,  or  at 
any  stated  time,  any  members  whose  contributions  are 
in  arrears  should  be  sent  a  formal  notification  after  the 
following  st3'le  : — 
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Union 

Office ; 


TQ,,.. 

Member's  Name 

Membership  No Branch 

Dear  Sir, 

I  beg  to  advise  you  that  your  contributions  to  this  Union 

are  shown  by  the  books  to  be in  arrears.     I  would  urge 

you  to  take  steps  to  pay  off  these  arrears,  in  order  to  guard  against 
your  being  out  of  benefit  in  case  of  unemployment,  and  to  preserve 
your  continuous  membership  with  a  view  to  qualifying  for  Old  Age 
Pay  when  necessary. 

Yours  faithfully, 


Genefci/  Secrefary. 


This  is  very  advisable,  as  it  saves  many  disputes  when 
an  occasion  arises  on  which  a  member  is  compelled  to  make 
application  for  benefits.  In  the  case  of  the  stoppage  of  a 
whole  colliery,  I  have  known  many  cases  where  members 
have  been  imfinancial  through  being  in  arrears  with  their 
contributions,  and  they  have  said  they  were  quite  unaware 
of  it,  and  that  they  had  paid  their  contributions  regularly. 
Now  if  these  men  had  paid  as  they  stated,  the  local  officials 
must  have  received  more  money  than  they  accounted  for, 
and  it  is  very  hard  on  the  members  concerned  to  forgo  their 
benefits  on  account  of  the  errors  of  others.  At  other  times 
they  have  said  they  have  given  instructions  to  someone  else  to 
pay  their  contributions  regularly  and  they  had  failed  to  do  so. 

Of  course  it  may  be  urged,  that  there  is  the  contribution 
card  or  receipt  to  prove  the  payment,  or  otherwise,  of  con- 
tributions. In  some  instances  it  is  not  possible,  on  account 
of  the  method  of  the  payment  adopted  by  contractors 
towards  their  men,  and  in  others  where  cards  and  receipts 
are  used  they  become  lost,  or  so  dirty  as  to  be  undecipher- 
able ;  but  by  adopting  this  system  of  notification  these 
excuses  cannot  be  brought  forward. 

The  contribution  books  should  be  so  ruled  as  to  permit 
of  being  cast  across,  to  show  the  amounts  paid  by  each 
member  per  quarter  or  lialf-year,   and   upwards,   showing 
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the  amuuut  collected  from  all  members  whose  names  appear 
on  the  page,  each  week,  and  also  providing  a  check,  the  totals 
of  each  at  the  end  of  the  period  being  the  same  if  correct. 

If  the  figures  are  found  to  be  correct,  the  totals  of  con- 
tributions on  each  page  should  be  taken  to  a  slip  of  paper, 
and  the  total  arri\cd  for  the  period  covered  by  the  audit. 
To  this  ^^■ill  be  added  the  amount  of  cash  in  hand— if  any — 
at  the  commencement  of  the  period.  The  expenses  recorded 
in  the  cash  books  should  then  be  totalled  on  the  slip  and  the 
amount  remitted  to  Headquarters  during  the  period  should 
be  added.  These  should  equal  the  total  contributions  and 
balance  at  commencement,  if  there  is  no  balance  in  hand  at 
the  end.     The  figures  will  be  worked  out  as  follows  : — 


£ 

s. 

<f. 

/: 

s.     d. 

Balance  al  coiuiiiencenienl  .  o 

0 

0 

Expenditure 

,  0 

0     0 

CoiUributions,  ist  month      .   o 

0 

0 

.Vccording 

.  0 

0     0 

,,                20(1       ,,           .    o 

0 

0 

to  the 

.  0 

0     0 

Srd      ,,         •  o 

0 

0 

various 

.  0 

0     0 

4th      ,,         .  o 

51I1      >,         •   0 

0 

0 

items 

.  0 

0     0 

0 

0 

and  so  on. 

Remitted  to  Head  OHice 

.  0 

0     0 

Balance  in  hand  (if  any) 

)py  of  a  branch  slat 

.  0 

0 

0     0 

0 

0 

0 

0     0 

The  following  is  an  exact  cc 

jnien 

t  for 

the  year  : — 

INCOME 

PAYiMENTS 

£ 

s. 

d. 

£ 

5.  d. 

Balance      from      last 

Room  Rent 

II 

9    t> 

Audit    ...            0 

12 

0 

Lodge     and     District 

Contributions    .           .      2 118 

13 

9 

Committee 

29 

13    (3 

Collectors 

(^5 

0    0 

Local  Deputations 

-1 

II    0 

Local  Audit 

13 

15    0 

Calling  Meetings 

2 

6     6 

Stamps,       Stationer}', 

P.O.O.,  Printing      . 

7 

5     0 

Compensation        Cer- 

tificates 

I 

0     0 

Compensation  Work  . 

12 

I     0 

Salaries  :    President  . 

2 

4     0 

Treasurer  . 

43 

13     0 

Secretary   . 

^7 

13    0 

Picketing 

3 

13     9 

Taking  Ballots 

9 

2     6 

Writing  Names 

3 

0     u 

Sundries 

Total  Lodge  Expenses 

8 

II      0 

307 

19     3 

Paid  to  District 

1810 

0     3 

Balance  in  Hand 

Total      . 

I 

6     3 

Total      .      21 19 

5 

9 

2119 

5     9 

84       BUSINESS  METHODS  IN  TRADE  UNIONS 

When  the  work  is  accomphshed,  the  foregoing  statement 
should  be  made  out  in  duplicate,  the  carbon  method  being 
emplo^/ed,  the  carbon  copy  being  sent  to  the  branch 
secretary  or  pasted  in  the  contribution  book,  the  duplicate 
remaining  in  the  book,  or  it  may  be  sent  also  to  the  branch 
secretary  for  his  signature,  and  on  its  return  filed  with  the 
branch  documents. 

The  whole  of  the  branch  books  having  been  treated  in 
this  way,  attention  must  now  be  given  to  the  compilation 
of  the  total  contributions  paid  by  the  whole  of  the  members 
of  the  Union,  the  total  branch  expenditure,  and  the  total 
amount  received  by  Headquarters,  together  with  the 
amounts  in  hand  of  branch  treasurers.  These  particulars 
will  be  presented  as  follows  : — 

Statement  of  Branch  Accounts 

INCOME 

Balance  in  Treasni'er's  liands  .... 

Members'  Contributions  ..... 


EXPEJNDiTUKE 


Branch  Expenses 
Remitted  to  Headquarters 
Balance  in  Treasurer's  hands 


/      s. 

428     4 

51.985  11 

cL 
6 
3 

;^52,4I3   15 

9 

£    s. 

9-738  II 

4:^,277  18 

397     5 

d. 
II 

8 

;^52,4I3   15 

9 

CHAPTER  X 
ARBITRATION   CASES 

I'KLrAKATlON     OF     CASES    FOR    SUBMISSION    TO    AKDlTKAiOK, 
OR   INDEPENDENT  CHAIRMAN 

If  favourable  awards  are  to  be  hoped  for  in  these  cases,  it 
is  essential  that  much  time  and  thought  be  given  to  the 
preparation  of  them,  for  no  matter  how  good  a  case  the 
workmen  may  have,  if  all  the  circumstances  connected  with 
the  matter  are  not  clearly  brought  to  bear  upon  the  arbi- 
trator, it  may  be  lost.  First  of  all,  it  is  always  well  to  refrain 
from  making  too  extravagant  assertions,  as  the  opposing 
side  will  usually  come  along  and  prove  their  exaggeration, 
and  this  has  a  prejudicial  effect  upon  the  arbitrator,  although 
the  assertions  made  may  contain  a  large  element  of  truth 
and  suhicient  to  prove  a  case  if  moderately  made.  Besides, 
it  is  far  easier,  having  put  a  case  moderately,  in  the  course 
of  meeting  the  arguments  of  the  opponents  to  add  more 
weight  by  bringing  further  facts  in  support  of  your  case 
than  to  be  compelled,  as  the  result  of  facts  brought  to  light 
by  subsequent  discussion  and  cross-examination,  to  admit 
the  extravagance  of  your  claim.  In  short,  it  is  always 
well  to  "  keep  some  cotton  on  your  bobbin." 

In  preparing  the  case  for  submission,  every  aid  in  the 
shape  of  evidence  should  be  sought  :  pay-tickets  covering 
the  period  in  dispute,  witnesses  in  readiness  to  speak  in 
support  of  statements  made,  figures,  etc. 

In  preparing  figures  it  is  wcU  to  have  them  in  readiness 
for  an}'  contingency  that  may  arise,  as  the  employers  have  a 
tendency  to  produce  statistics  from  many  points  of  view 
other  than  that  seeming  to  have  a  direct  bearing  on  the  case. 
For  instance,  if  it  is  a  question  of  output,  a  statement 
should  be  prepared  showing  the  output  per  week,  per  month, 
or  per  year,  and,  if  possible,  comparisons  with  previous 
periods  ;  the  output  per  person  ;  the  output  for  a  district 
or  for  a  concern  as  a  whole  over  a  period  ;  the  cost  in  wages 
received  per  unit  of  output ;  the  output  during  a  difiicult 
period  compared  with  that  of  a  normal  period.  \Miatever 
the  pomt  in  dispute,  all  such  evidence  should  be  collected 
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and  worked  out,  so  that  whatever  contingency  may  arise 
one  is  in  readiness  to  meet  it.  Any  price  hsts,  agreements, 
etc.,  with  the  employers  in  question  or  other  employers 
which  are  likely  to  be  of  use  in  support  of  the  case 
should  be  taken. 

The  person  conducting  the  case  should  carefully  prepare 
written  notes  of  the  points  he  wishes  to  emphasise,  not 
lengthy  ones,  but  just  the  headings  of  each  point  likely  to 
lend  weight  to  his  case.  Here  and  there,  where  figures  or 
price  lists  and  agreements  are  to  be  referred  to,  should  be 
noted  the  number  of  the  sheet  containing  them,  or  the  name 
of  the  particular  price  list  or  agreement,  and  they  should 
be  arranged  in  the  same  order  as  his  notes,  so  that  he 
may  not  be  distracted  by  having  to  search  for  them  when 
required.  Care  should  be  taken  that  all  figures  quoted 
should  be  absolutely  accurate,  as  when  it  is  proved  to  the 
arbitrator  that  any  figures  lack  accuracy,  he  loses  faith  in 
the  whole  of  those  produced. 

It  is  also  advisable  to  prepare  a  short  history  of  the  case, 
from  the  time  the  workmen  first  took  it  up  locally  to  the 
date  when  the  case  is  being  heard,  giving  in  chronological 
order  the  dates  of  all  letters  to  and  from  the  employers  or 
their  association,  dates  of  deputations,  and  results  ;  showing 
briefly  the  progress  of  the  case  from  its  commencement,  so 
that  these  particulars  may  be  readily  referred  to  without 
having  to  turn  up  the  actual  notes  or  letters. 

It  is  not  always  best  to  say  a  great  deal  in  presenting  a 
case  ;  discretion  must  be  used  in  this  respect  :  it  is  often 
found  easier  to  win  a  case  by  allowing  the  opposing  side  to 
"  talk,"  as  this  opens  opportunities  for  arguments  support- 
ing the  case  to  be  used,  founded  on  their  own  statements. 
I  have  known  where  members  of  the  employers'  side  have 
been  so  anxious  to  volunteer  statements  that  these  very 
statements,  when  properly  analysed,  have  been  the  means 
of  losing  their  case,  without  the  workmen's  side  really  taking 
the  trouble  to  present  their  case  as  prepared.  On  the  other 
hand,  it  must  not  be  assumed  that  because  a  case  seems  so 
plain  and  straightforward  to  the  Trade  Union  officials,  it 
will  be  an  easy  win  ;  the  employers  often  resort  to  turning 
the  real  issue  on  to  other  considerations,  a  kind  of  side- 
tracking the  original  issue,  and  then  the  Trade  Union 
ofiicial  is  confronted  with  a  new  set  of  arguments,  facts  and 
figures  than  those  he  expected  to  meet  witli.  From  this  it 
will  be  seen  that  in  preparing  a  case,  regard  must  be  had  to 
the  possible  arguments  of  the  other  side,  as  far  as  possible. 
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just  as  mucli  as  (lie  points  in  snpport  of  the  workers'  claim, 
so  that  arguments  may  be  anticipated  for  any  hkely  con- 
tingency. It  is  vveh  to  arrange  for  one  person  to  present 
the  case,  as,  where  there  are  a  number  representing  the 
workers,  if  this  rule  be  not  observed,  confusion  generally 
abounds,  and  the  case  is  often  prejudiced  by  the  various 
members  airing  their  own  personal  views,  which  may  be 
seized  upon  by  the  opposite  side,  to  their  advantage. 

During  the  statement  made  by  the  opponents,  notes 
should  be  taken  of  the  important  points,  such  as  average 
wages,  output,  etc.,  where  they  give  opportunity  for  con- 
tradiction, or  are  incomplete  statements  likely  to  mislead 
the  arbitrator,  or  where  statements,  properly  used,  strengthen 
the  case  for  the  workers. 

One  very  important  point  to  be  observed  is  that  of 
keeping  cool  and  collected  under  provocation ;  scarcely 
anything  is  so  detrimental  to  clear  thinking  and  argument  as 
to  lose  one's  temper,  and  it  also  has  the  effect  of  biasing  the 
arbitrator  against  one.  I  have  been  present  w^hen  he,  by 
his  very  manner  towards  a  representative  of  the  employers' 
side — on  account  of  his  abusive  manner  and  useless  argu- 
ments, used  merely  for  the  sake  of  obstruction — has  signified 
that  their  case  was  lost. 

On  the  completion  of  these  cases  the  whole  of  the  notes, 
documents,  figures,  shorthand  note — if  there  has  been  one 
taken — should  be  stored  away  in  a  strong  envelope  of 
foolscap  size,  and  indexed  in  one  of  the  ways  previously 
explained.  It  often  happens  that  these  matters  have  to  be 
again  referred  to  after  the  award  is  given,  and  sometimes 
they  are  used  again  in  cases  of  a  similar  nature,  where  it  is 
found  necessary  to  "  pin  "  the  emplo^^crs  down  to  statements 
made  in  previous  cases,  which  they  afterwards  wish  to 
controvert. 


fHAPTER  TX 
ORDERING   GOODS 

AUTHORITY  TO  TRADERS  FOR  THE  SUPPLY  OF  GOODS 

In  order  that  no  goods  may  be  supplied  by  traders  to  the 
Union  other  than  those  ordered  by  the  responsible  parties,  a 
special  order  form  should  be  used,  and  no  liability  should  be 
accepted  for  payment  where  the  goods  have  not  been  so 
ordered.  To  meet  this  particular  case  I  would  suggest  the 
use  of  an  order  form  which  is  ruled  with  cash  columns,  and 
of  such  size  as  would  be  ample  for  the  use  of  the  suppliers 
as  an  invoice  for  the  goods.  When  the  goods  are  supplied, 
the  suppliers  will  complete  the  order  form  by  filling  in  the 
prices,  the  total  amount  and  the  terms  on  which  they  are 
supplied,  together  with  route,  if  sent  from  a  distance,  and 
forward  it  to  Headquarters  of  the  Union  in  the  same  way 
as  an  ordinary  invoice.  By  this  means  the  particulars  of  the 
order  will  be  seen  at  a  glance,  together  with  the  charges, 
so  that  the  official  order  form  is  at  once  order  form  and 
invoice.  When  remitting  the  amount  of  the  invoice,  by 
having  installed  the  receipt  form  of  cheque  (see  p.  95),  the 
invoice-order-form  will  not  require  to  be  returned,  but 
simply  the  cheque  sent  in  settlement.  The  following  design 
will  give  some  idea  of  such  a  form  : — 


[Order  Form 
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Union.  Order  No. 

Offices, 


89 


ORDER   FORM 


To. 


192 1. 

The Union  will  not  hold 

itself  responsible  for  payment  for 
any  goods  not  ordered  upon  its 
official  form. 


Please  supply  l/ie  folhm'ini:;  frauds,  invoiciiii^  Ihem  on  lliis  form 
only,  'which  must  he  relumed  lo  tlie  above  address. 


X()2T. 


12 


£ 

s. 

d. 

£ 

s. 

60/ 

6 

0 

0 

1/6 

18 

0 

5/ 

10 

0 

l_ 

8 

2000  i  Membership     cards 

printed. .  .  .Branch 
Receipt   Books    (as 

sample) 
Reams  Typewriting 

Paper 
Carriage    Paid,  per 

L.  &  N.W.  Rly. 

Dispatched. .  .  .1921 


It  will  be  seen  that  the  quantities  and  description  of 
goods  and  prices,  where  known,  will  be  stated  by  the  Union, 
the  suppliers  completing  the  invoice.  These  order  forms 
will  be  in  book  form  and  numbered  consecutively,  with  a 
carbon  copy  remaining  in  the  book,  where  considered 
necessary. 
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CITArTER  XTT 
COMPOSITION   OF   TELEGRAMS 

This  is  a  branch  of  composition  which  requires  special 
practice.  It  is  a  matter  of  importance  nowadays,  with  high 
charges,  that  as  much  as  possible  should  be  said  in  as  few 
words  as  possible,  and  this  may  be  accomplished  without 
regard  to  the  ordinary  rules  of  composition. 

No  salutation  or  complimentary  close  is  necessary.  It  is 
well  to  write  the  message  out  in  full  and  then  cross  out  the 
words  which  do  not  affect  the  clearness  of  meaning  of  those 
which  remain  until  the  number  cannot  be  further  reduced 
with  safet}/.  Even  then  it  is  often  possible,  by  rewriting, 
to  further  condense  the  matter.  The  message  should  then 
be  copied.  Of  course  nothing  is  gained  by  reducing  the 
message  to  less  than  twelve  words. 

The  following  messages  : — 

"  When  will  you  meet  a  deputation  of  your  workmen 
together  with  myself  on  the  question  of  the  dispute 
under  clause  12  of  your  price  list  ?  Reply  before  four 
o'clock  this  afternoon  ;  I  must  meet  the  men  to-night 
to  inform  them  of  your  decision." 

"  On  the  question  of  dispute  concerning  boys'  wages, 
I  shall  be  pleased  to  know  whether  you  can  see  me  to 
discuss  this  matter  any  day  in  the  week  commencing 
the  6th  instant.  Send  reply  by  wire,  1  must  know 
to-night." 

may  be  condensed  as  follows  : — 

"  When  can  you  meet  deputation  of  workmen  and 
myself  over  dispute  clause  12  price  list  ?  Reply  before 
four  o'clock  ;   meeting  men  to-night." 

"  Can  you  see  me  any  day  week  commencing  6th  inst. 
concerning  boys'  wages  dispute  ?     Wire  reply." 

It  is  always  advisable  to  look  up  a  correspondent's  tele- 
^^raphic  address  when  wiring  ;  this  saves  expense,  and  it  is 
ai^so  well,  when  wiring,  to  give  name,  then  telephone  number, 
an.d  then  town.     If  it  is  late  in  the  day,  it  may  be  that  by 
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the  ordinary  method  of  delivery  the  telegram  will  not  reach 
its  destination  until  the  following  morning's  post  ;  but  if 
the  telephone  number  be  given,  it  will  be  'phoned  and  a 
conhrmatory  telegram  delivered  by  post  the  following 
morning. 

It  is  advisable  to  write  all  telegrams  in  triplicate  if  they 
are  to  be  handed  over  the  counter  at  the  Post  Office.  One 
copy  should  be  posted  to  the  correspondent  in  a  confirmatory 
letter,  another  may  be  filed  away  in  the  correspondence 
folder  or  retained  in  the  telegram  book,  and  the  third 
handed  in  at  the  Post  Office.  It  is  now  possible  to  have  an 
account  with  the  G.P.O.,  and  the  telegrams  may  then  be 
dictated  to  the  Telegraph  Office  on  the  telephone,  instead 
of  having  to  take  them  to  the  Post  Office.  In  this  case  it 
may  only  be  necessary  to  write  them  out  in  duplicate. 

When  a  message  is  to  be  dispatched  late  in  the  afternoon, 
or  evening,  it  is  well  to  make  sure  that  if  it  is  to  take  the 
form  of  a  telegram  it  will  be  delivered  that  evening,  for  if 
this  precaution  be  not  taken,  and  it  reaches  the  receiving 
office  after  business  hours,  it  will  not  be  delivered  until 
the  following  morning,  in  which  case  a  letter  would  be  less 
expensive  and  more  informative,  I  have  known  the  time 
when  I  have  received  an  urgent  message  from  London  to 
wire  all  branches,  but  on  inquiry  ha\'e  found  that  not  one- 
tenth  of  the  wires  would  have  been  delivered,  and  therefore 
have  saved  by  the  use  of  letters  a  few  pounds,  and  still  got 
the  messages  through  in  the  shortest  possible  time,  by 
means  of  working  at  them  till  nearl}-  mic'night. 


CHAPTER  XIII 
CHEQUES,   NEGOTIABLE   INSTRUMENTS,   ETC 

CHEQUES 

Cheques  are  orders  upon  the  bank  signed  by  a  customer 
directing  the  bank  to  pay  certain  amounts  on  demand.     On 

some  cheques  are  printed  the  words,  "  Pay 

or  Bearer,"  meaning  that  the  amount  named  is  to  be  paid  to 
any  person  presenting  it  without  requiring  endorsement  by 

the  payee  ;   others  bear  the  words,  "  Pay 

or  Order  "  ;  these  will  not  be  paid  until  the  payee — the 
person  to  whom  the  money  is  to  be  paid — has  endorsed  it,  by 
writing  his  name  on  the  back.  It  will  therefore  be  under- 
stood that  "  Bearer  "  cheques  do  not  require  endorsement, 
while  "  Order  "  cheques  do. 

Cheques  may  be  open  or  they  may  be  crossed.  If  they  are 
open,  the  bank  upon  which  they  are  drawn  will  cash  them 
at  the  counter. 

Assuming  that  the  Union  has  an  account  at  the  bank,  and 
it  is  desired  to  pay  the  salaries  of  officials,  etc.,  by  cheque, 
the  counterfoil  would  first  be  filled  in,  and  then  the  amount 
required  on  the  cheque,  which  will  be  signed  by  the  person 
authorised  to  do  so.  If  it  is  desired  to  alter  an  "  Order  " 
cheque  to  a  "Bearer"  cheque,  the  words  "or  Order" 
should  be  crossed  out  and  initialed  by  the  person  who  signs 
the  cheque,  and  the  words  "  or  Bearer  "  substituted. 

In  the  event  of  the  Union  having  to  remit  an  amount  of, 
say,  £25,  6s.  6d.,  to  a  creditor  by  cheque,  it  is  drawn  payable 

to or  Order.     The  payee  will  be  called  upon 

to  endorse  it  upon  payment,  and  the  cheque  will  be  returned 
by  the  bank  afterwards  to  the  drawer,  so  that  it  may  be 
kept  as  proof  of  payment.  The  cheque  may  also  be  crossed 
as  a  measure  of  precaution,  in  which  case  the  payee  must  pay 
it  into  his  bank  for  collection.  To  illustrate  the  usefulness 
of  crossing  a  cheque  the  following  example  may  be  noted  : — 

The   Union  forwarded  a  cheque  printed 

"  or  Order  "  and  crossed.  It  was  stolen,  and  the  thief, 
knowing  that  the  bank  would  not  cash  it,  prevailed  upon  a 
tradesman  to  do  so.     The  tradesman  cashed  it,  and  paid  it 
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into  his  bank  for  collection  from  the  bank  upon  which  it  was 
drawn,  and   it  was  duly  paid  by  them.      After  discovering 

the  theft,  the Union  ordered  its  bank  to  stop 

payment,  but  being  already  paid,  the  bank  informed  them 
which  bank  had  collected  it  ;    this  bank  found  that  it  had 

been  paid  in  at  their branch  for  collection, 

and  that  branch  found  that  it  had  been  credited  to  a  certain 
tradesman,  who  in  his  turn  supplied  the  name  of  the  person 
for  whom  he  had  cashed  it.  Thus  anyone  stealing  a  crossed 
cheque  must  leave  a  trace  behind  him. 

The  following    are     the    methods    adopted    in    crossing 
cheques  : — 


d 

6 

0 

0 

00 

0 

!/0 

0 

% 

Under  Fifty  Pound 

^ 

Under  Fifty  Pound 

Not  Negotiable. 

Not  Negotiable. 

% 

All  these  examples  arc  general  crossings,  signifying  that 
they  relate  to  bankers  generally  and  not  to  any  special 
banker.  If  the  drawer  of  a  cheque  knows  the  name  of  the 
payee's  bank  he  may  cross  it  specially  to  that  bank — e.g.  : 


^ 


O 


o 
too 


?< 

■^ 

<tt 

S 

to 
C<0 

5S 

.|oq 

1 

00 

'tSk 

1-4 

s 
^ 

^ 

1^ 

^ 

Mb 

1 

is» 

«:^ 

0 

0 

§ 

0 

■^ 

S 

0 

1 

^ 

00 

6 
0 

0 

too 

.^ 

'^ 

•^ 

•r'^ 

^ 

[>H 

:$^ 

'^i:* 

^ 

S? 

-a: 

b 

to 

^ 

"^ 

•^ 

^ 

t<» 

5 

**.^ 

•<3 

OD 

■^ 

Si 

"rS» 

'^ 

^ 

.-^^ 

5 

oq 

"C 

*<» 

0 

-^ 

s 

0 

•-^ 

All  these  are  special  crossings,  and  the  money  will  only  be 
paid  by  the  paying  banker  to  the  particular  banker  named 
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in  (he  crossing.     It  will  be  noticed  therefore  that  a  special 
crossing  is  an  additional  element  of  security. 

Further  security  may  be   obtained  by  adding   the  words 
"Credit  Payee's  Account  only  "—e.g.  : 


?^, 

'~o' 

O 

*t^ 

S; 

<6 

S 

O 

p 

^/) 

~K 

•  S 

C/3 

-^ 

"-^ 

^ 

""O 

«s 

£■-. 

CQ 

'~'i; 

1 

^ 

^ 

"co  -^  1 

h  S   1 

^  o 

_  t>. 

ii 

3  s 

•^  ! 

'>' 

-^  -^ 

^ 

(^ 

•^  o 

to 

00 

•^  o 

§0 

o 

Q 

^ 

t^ 

.§ 
^ 

^ 

o 

^s» 

^, 

►— 

^\'ith  these  crossings  the  paying  bank  will  only  pay  the 
money  to  the  bank  named  in  the  crossing,  which  bank  will 
place  the  amount  to  the  credit  of  the  payee, 

NEGOTIABLE    INSTRUMENTS 

It  is  the  rule  that  a  person  who  has  property  transferred 
to  him  has  the  same  right  to  it  as  the  transferor  had — no 
more  and  no  less  ;  so  that  if  the  transferor  had  a  good  title 
to  it,  the  transferee  also  acquires  a  good  title  ;  but  if  the 
transferor  had  not  a  good  title- — he  may  have  stolen  it — he 
cannot  give  the  transferee  a  good  title. 

But  there  are  exceptions  to  this  rule.  The  law  has  invested 
certain  things,  such  as  Bank  Notes,  Cheques,  Bills  of  Ex- 
change, etc.,  with  a  special  attribute — negotiability.  They 
are  refcn^d  to  as  Negotiable  Instruments.  This  negoti- 
ability implies  that  any  person  taking  the  instrument  in 
good  faith,  and  for  value,  receives  a  good  title  to  it,  even  if 
it  has  been  previously  stolen.  Cheques  are  negotiable  as 
well  as  transferable. 


NOT    NEGOTIABLE 


The  words  "  Not  Negotiable  "  written  as  part  of  a  crossing 
deprive  a  cheque  of  this  attribute  of  negotiability,  but  it  may 
still  be  transferred,  although  it  is  thought  by  man}^  that 
these  words  prevent  transference.     The  words  operate  as  a 
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caution  to  llic  person  ;u(,('})liiig  Uic  c-]r'([U(-',  drawing  liis 
attention  to  the  fact  that  he  acquires  no  better  right  to  it 
than  the  person  had  from  whom  he  received  it. 

Cheques  in  their  original  form  were  once  freely  transferred 
and  retransferred,  thus  forming  a  considerable  part  of  our 
currency,  but  with  the  addition  of  the  various  crossings, 
making  them  more  secure  from  fraudulent  practices,  their 
freedom  of  circulation  has  been  restricted. 

CONDITIONAL   CHEQUES 

There  are  documents  in  use  which,  although  commonly 
regarded  as  cheques,  do  not  fuliil  the  definition  of  a  Bill  of 
Exchange  as  contained  in  the  Bills  of  Exchange  Act,  1882, 
being  therefore  outside  the  provisions  of  section  60  of  that 
Act.  These  documents  are  in  the  form  of  an  ordinary 
cheque,  but  bear  words  similar  to  the  following  :— 

"  Pay or  Order,  on  the  receipt  below  being 

duly  signed,  and  if  the  amount  is  over  £2  a  tw^openny  stamp 
must  be  affixed." 

The  payment  of  this  cheque  being  conditional  upon  a 
certain  act,  has  the  effect  of  rendering  it,  strictly  speaking, 
not  a  cheque,  and  the  paying  banker  is  not  protected  by  the 
section  of  the  Act  just  quoted. 

This  form  of  cheque  is  very  useful  in  the  work  of  a  Trade 
Union,  and  I  strongly  advise  its  use.  Very  often  persons  to 
whom  cheques  are  made  payable  are  dilatory  in  sending  a 
receipt  for  the  money,  and  I  have  known  cases,  especially  of 
doctors,  where  no  receipt  at  all  has  been  sent.  If  this  form 
of  cheque  is  used,  the  payee  must  sign  it,  as  stated  in  the 
condition,  and  it  is  therefore  a  receipt  for  the  money  paid. 

By  arrangement  with  the  bank  all  these  cheques,  when 
cancelled,  will  be  returned  to  the  Union,  and  on  receiving 
them  may  be  attached  to  the  invoices  to  which  they  refer, 
thus  acting  as  vouchers,  being  accepted  by  the  auditors  of 
the  accounts. 

But  before  installing  this  method,  the  bank  will  require 
the  Union  ofticials  to  indemnify  them  against  any  loss  which 
they  may  sustain  by  reason  of  losing  the  protection  of 
section  60  of  the  Act,  which  would  mean  that  an  agreement 
to  this  effect  would  have  to  be  signed. 

This  method  would  obviate  the  payment  twice  over  of  an 
account,  because  if  paid  twice  over,  two  cheques  would  be 
returned,  and  when  finding  the  invoice  to  attach  the  cheque 
to  it,  it  w^ould  be  seen  that  there  was  one  cheque  surplus, 
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thus  locating  the  error.  I  have  known  this  happen  to 
inexperienced  persons,  and  they  did  not  detect  the  error 
until  the  payee  pointed  it  out  to  them. 


FORMS   OF   CHEQUES 

It  will  economise  time  and  paper  if  the  cheque  forms  have 
two  counterfoils  with  perforations.  The  one  next  to  the 
cheque  will  contain  a  form  letter  to  the  recipient,  giving 
the  amount  of  the  cheque  and  instructions  for  completing, 
the  second  counterfoil  being  left  in  the  cheque  book  in  the 
usual  wa}^.     The  following  is  a  suggested  hrst  counterfoil : — 

Union. 


19. 


We  beg  to  enclose  cheque  in  payment  of  your  account  as  per  the 
following  statement : — 


To  Chefjue    . 

To  Discount 

To  Contra  Account 


£ 

s. 

d. 

£ 

The  form  of  receipt  on  this  cheque  must  be  completed  by 
the  payee  or  his  duly  authorised  agent. 

No  acknowledgment  by  post  or  otherwise  is  required. 


l"'or  the Union, 


Treasurer. 


WRITING    OUT  CHEQUES 

Great  care  should  be  taken  in  writing  out  cheques  in  order 
to  avoid  any  fraudulent  alterations,  for  if  it  can  be  proved 
by  a  bank,  in  the  case  of  alteration,  that  it  is  due  to  careless 
drawing,  it  will  not  be  responsible  for  the  loss. 

The  sum  in  words  should  be  written  clearly,  each  word 
being  joined  to  the  next  to  prevent  the  insertion  of  another 
word.     The  hrst  word  should  commence  at  the  commence- 
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ment  of  the  line,  and  at  the  end  of  the  last  word  of  the 
amount  a  line  should  be  drawn  to  fill  up  the  space.  The 
words  and  figures  should  agree,  otherwise  the  bank  will 
refuse  to  pay  it.  The  figures  also  should  be  legibly  written, 
with  no  space  remaining  between  the  pound  and  the  first 
figure.  The  signature  should  be  simply  and  legibly  written, 
and  should  always  correspond  with  that  supplied  to  the 
bank  as  a  specimen.  It  is  a  well-known  fact  that  a  fantastic 
signature  is  far  easier  to  counterfeit  than  a  plainly  written 
one.  To  make  doubly  sure  that  a  cheque  shall  not  be 
fraudulently  altered  to  a  greater  amount,  there  is  sometimes 
written  across  the  face  of,  say,  one  for  £28,  los.,  "Not 
over  thirty  pounds." 

ENDORSEMENTS   OF   CHEQUES 

Although  the  majority  of  cheques  received  by  a  Trade  Union 
will  be  payable  to  the  Union,  it  often  happens  that  branches 
send  along,  as  part  of  their  remittances  to  Headquarters, 
cheques  which  they  are  desirous  should  be  negotiated  for 
members,  branch  officials,  or  their  friends,  in  which  case, 
before  accepting  them,  it  is  important  to  be  able  to  decide 
whether  their  endorsements  are  in  regular  form  or  not. 

The  correct  endorsement  of  cheques  is  not  altogether  a 
simple  matter,  as  the  form  varies  with  the  manner  of  making 
them  out.  The  signature  of  the  payee  or  the  person 
authorised  to  sign  on  behalf  of  the  payee  should  be  written 
parallel  to  the  perforated  edge  of  the  cheque. 

Strictly,  according  to  law,  anyone  may  endorse  a  cheque 
by  writing  the  name  of  the  payee  on  the  back  ;  and  it  need 
not  be  prefixed  by  "  per  pro."  and  followed  by  the  signature 
of  the  actual  person  endorsing.  To  the  banker  this  is  of  no 
consequence,  so  long  as  the  signature  purports  to  be  that  of 
the  payee.  To  some  extent  the  regulation  of  the  form  of 
endorsement  has  been  laid  down  by  the  decisions  of  Courts 
of  Law,  but  generally  it  is  regulated  by  mercantile  usage. 

In  the  case  of  a  cheque  payable  to  an  individual  and 
endorsed  by  him  in  person,  little  difficulty  will  be  ex- 
perienced. A*  cheque  payable  to  John  Brown  is  correctly 
endorsed  "J.  Brown";  "Ann  Smith"  is  not  a  correct 
endorsement  for  "  Anne  Smith."  The  endorsement  must 
be  spelt  in  exactly  the  same  way  as  the  payee's  name  on  the 
cheque. 

If  the  payee's  name  has  been  incorrectly  spelt  on  the 
cheque,  the  payee  may  endorse  the  cheque  in  the  same  way, 
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adding  his  proper  signature  if  he  thinks  well.  The  prefixes 
"  Mr  "  or  "  Capt."  and  "  Esquire"  following  the  signature 
are  not  usually  employed. 

A  cheque  payable  to  a  married  woman  in  her  husband's 
name,  thus  "  Mrs  James  Brown,"  should  be  endorsed 
"  Mary  Brown,  wife  of  James  Brown." 

One  payable  to  a  married  woman  in  her  maiden  name, 
as  "Miss  Mary  Brown,"  should  be  endorsed,  "Mary  Jones, 
nee  Brown." 

If  a  cheque  is  payable  to  more  than  one  individual  it  must 
be  endorsed  by  all,  but  if  the  names  are  mentioned  alter- 
nately, as  "  James  Brown  or  John  Smith,"  only  one  need 
endorse. 

The  endorsement  of  a  cheque  payable  to  a  firm  or  Union 
should  correspond  exactly' with  the  name  of  the  payee  just 
as  in  the  case  of  an  individual.  If  the  payees  are  "  Messrs 
Brown  &  Co.,"  "  John  Brown  &  Co."  is  not  a  correct  endorse- 
ment. "  Messrs  Brown"  ;  this  is  a  very  irregular  way  of 
drawing  a  cheque  ;  but  in  this  event  it  would  have  to  be 
endorsed  to  indicate  the  plural  of  Brown,  as  "  J.  and  T. 
Brown,"  "  Brown  &  Son,"  or  "  Brown  Bros." 

If  a  person  is  in  the  capacity  of  agent  to  a  principal  he  may 
simply  sign  the  name  of  his  principal  as  an  endorsement,  but 
it  is  more  general  to  indicate  that  the  signature  is  for,  and 
on  behalf  of,  the  principal.  A  cheque  payable  to  The  Tyne 
Engineering  Co.  should  be  endorsed  as  follows  :  — 

For  the  Tyne  Engineering  Co., 
John  Jones, 

Secretary. 

or  in  the  case  of  one  to Union,  the  endorsement 

would  be 

For  the Union, 

John  Jones, 
Secretary. 

But  if  the  signature  is  per  procurationem,  the  endorse- 
ment would  be 

Per  pro.  Tyne  Engineering  Co., 
John  Jones. 

no  designation  being  necessary. 

The  reason  for  this  distinction  is  that  the  Courts  have 
held  to  be  valid  the  "  per  pro."  method  without  the  official 
designation,  but  "  for  "  when  not  followed  by  the  official 
designation  has  not  received  such  sanction. 
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As  an  agent  cannot  delegate  the  authority  conferred  upon 
him  by  his  principal,  any  endorsement  made  on  behalf  of  an 
agent  is  invalid.     The  following  would  not  be  accepted  : — 

For  the Union, 

Per  pro.  James  Brown, 
Secretary, 

John  Jones. 

If  a  cheque  is  received  which  has  been  specially  endorsed, 
that  is,  a  cheque  paj^able  to  John  Jones,  and  he  endorses  it 
"  John  Jones,  pay  to  order  of  John  Smith,"  John  Smith 
must  also  endorse  it. 

Dishonoured  Cheques. — Sometimes  a  banker  will  refuse  to 
pay  cheques  drawn  upon  him  when  presented  ;  in  such  cases 
they  are  generally  marked  as  follows  : — • 

I  F — Insufficient  Funds  ;  R/D — Refer  to  Drawer  ;  N/S — • 
Not  Sufficient  Funds  ;  Not  in  order ;  Words  and  figures 
differ ;  N/E — No  Effects,  etc.  Upon  dishonour,  the  payee 
should  immediately  notify  the  drawer  of  the  dishonour, 
except  where  the  drawer  has  not  sufficient  funds  to  meet  the 
cheque,  when  notification  is  not  necessary. 

Where  a  cheque  is  torn,  it  is  called  "Mutilated  Cheque," 
and  the  banker  will  not  pay  it  ;  it  is  necessary  to  return  it 
to  the  drawer  and  demand  a  new  one. 

Post-dated  Cheques. — This  is  a  cheque  dated  forward,  and 
will  not  be  paid  until  the  arrival  of  the  date  specified  on  the 
face  of  it. 

Stale  Cheques. — When  cheques  are  presented  long  after 
they  are  drawn,  a  banker  will  usually  refuse  to  pay  them. 
There  is  no  specified  time  for  payment,  but  it  is  usually 
expected  that  they  will  be  presented  within  a  reasonable 
time  ;  what  is  a  reasonable  time  depends  on  circumstances. 

When  a  cheque  has  been  lost,  the  drawer  should  be  at  once 
notified  of  the  loss,  so  that  he  may.stop  payment  at  the  bank. 

Marked  Cheque. — Sometimes  a  banker  will  initial  a 
cheque,  intimating  that  when  presented  for  payment  there 
will  be  sufficient  to  the  credit  of  the  account  of  the  drawer 
to  pay  it. 

MONEY   ORDERS   AND    POSTAL   ORDERS 

Although  a  Union's  payments  are  as  a  rule  made  by 
cheques,  when  sending  comparatively  small  amounts  to 
branch  secretaries  in  payment  of  claims  for  unemployment 
benefit.  Money  Orders  and  Postal  Orders  are  more  easily 
negotiated  by  them  than  cheques. 
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IMoney  Orders  can  be  obtained  for  any  amount  up  to 
£40,  the  rates  charged  being  from  4d.  to  is.,  according 
to  the  amount.  When  purchasing  a  Money  Order,  it  is 
necessary  to  fill  up  an  application  form,  giving  particulars 
of  the  amount,  the  office  at  which  the  money  must  be  paid, 
the  person  to  whom  payable,  and  the  name  and  address  of 
the  sender.  The  Order  will  be  dispatched  to  the  person  to 
whom  the  money  is  payable,  and  he  will  present  it  at  the 
Post  Office  named  thereon  and  receive  the  money,  after 
giving  the  name  and  address  of  the  sender.  If  you  wish  the 
payee  to  receive  the  money  quickly,  the  Order  can  be  tele- 
graphed. In  this  case  the  words  "By  telegram"  must  be 
written  across  the  application  form,  the  additional  particulars 
asked  for  must  be  given,  and  in  addition  to  the  ordinary 
charge,  the  cost  of  the  telegram  must  be  paid. 

Where  the  branch  secretaries  reside  in  outlying  districts, 
where  there  is  no  Money  Order  Office,  the  better  way  to 
remit  money  is  by  registered  post. 

If  coin  or  notes  are  to  be  sent,  a  special  registered  envelope 
must  be  purchased  at  the  Post  Office.  Wlien  the  packet  is 
sealed,  it  is  handed  over  the  counter  and  a  receipt  received 
for  it.  In  case  of  loss,  the  value  of  the  contents  can  be 
recovered  from  the  Post  Office  authorities,  or  up  to  the 
limit  allowed  for  the  amount  paid  for  registration. 

BANK   PAYING-IN    SLIPS 

When  a  Union  pa3^s  money  into  its  banking  account,  a 
paying-in  slip  or  voucher,  provided  by  the  bank,  has  to  be 
prepared,  showing  the  amount  of  gold,  if  any,  silver,  copper, 
notes,  and  cheques  paid  in.  This  is  a  duty  usually  falling  to 
the  treasurer  or  a  member  of  his  department,  and  a  know- 
ledge of  how  to  do  it,  and  of  the  documents  to  be  listed,  is 
necessary. 

The  slips  may  be  obtained  separately  or  in  books  con- 
taining twenty-five,  fifty,  or  one  hundred  slips,  with  counter- 
foils. The  name  of  the  account  to  be  credited  must  be 
distinctly  written  and,  when  completed,  the  form  should  be 
signed  and,  with  the  money,  taken  to  the  bank.  After 
checking  the  money  with  the  slip,  the  bank  cashier  will 
retain  the  slip,  and  initial  and  return  the  counterfoil  or  the 
duplicate  slip,  as  an  acknowledgment  that  the  money  has 
been  duly  received.  Although  the  preparation  of  these 
credit  slips  is  not  a  difficult  matter,  there  are  a  few  points 
to  which  attention  may  be  drawn.     To  begin  with,  the  slip 
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must  bear  the  date  upon  which  the  payment  in  is  made. 
Should  the  Union  have  more  than  one  account  at  the  bank, 
the  particular  account  to  be  credited  must  be  expressed. 
Credit  shps  vary  somewhat  in  form,  as  also  in  the  order  in 
which  the  items  are  arranged,  but  the  one  shown  below 
contains  most  of  the  items  usually  found  on  such  documents. 
First  come  particulars  of  the  specie — viz.  gold,  silver,  and 
copper — the  amount  of  each,  which  should  be  inserted  after 
the    appropriate    heading,    and    the    total    placed  opposite 


Credit  the  Current  Account  of 


Paid  in  by. 


.Bank 


19. 


Gold 

Silver 

Copper 

Total  Specie 

Treasury  Notes  ^i 

,,  ,,     los. 

Postal   Orders,  as  per 
back 

Bank  Notes 

Cheques,  as  per  back 

Total  Credit      . 


L 

s. 

d. 

£ 

"  Total  Specie."  Treasury  notes  come  next,  with  a  space  for 
those  of  each  denomination  (los.  and  £1).  This  is  followed 
by  bank  notes.  Here  is  inserted  the  total  amount  of  Bank 
of  England  notes  and  English  Country  notes.  Only  the 
total  of  the  notes  is  required  as  a  rule.  We  now  come  to 
postal  orders ;  the  amount  of  each  must  be  written  in 
the  space  provided  on  the  back  of  the  slip,  and  the  total 
transferred  to  the  other  side.  In  some  cases,  however, 
where  special  provision  is  made  for  them,  they  are  included 
with  the  cheques.  Further,  when  postal  orders  are  numerous, 
special    paying-in    slips    are    often    used.      The    last    item 
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is    cheques,    which    includes    also   bankers'    drafts,    money 
orders,  etc. 

The  paying-in  slips  of  some  banks  make  provision  for  the 
separation  of  the  various  kinds  of  cheques,  in  which  case 
they  should  be  separated  according  to  their  marking.  In 
the  bottom  left-hand  corner  will  be  seen  one  of  the  follow- 
ing letters: — T.,  M.  or  C,  representing  Town,  Metropolitan, 
and  Country.  These  letters  designate  the  various  banking 
clearings,  and  from  the  marking  one  is  able  to  tell  when  a 
cheque  can  be  assumed  to  have  been  met.  For  a  city  house 
paying  a  T.  cheque  into  its  bank — if  its  own  bank  cheques 
are  marked  T. — the  cheque  will  be  presented  for  payment 
the  same  day,  and  will  be  either  met  or  returned.  For  an 
M.  cheque  the  presentation  would  be  the  next  day,  and  for  a 
C.  cheque  two  clear  working  days  should  be  allowed  after 
paying  in.  For  a  firm  with  C.  or  M.  on  its  cheques,  two 
days  should  suffice  for  T.  and  M.  and  three  for  C.  cheques. 


CHAPTER  XIV 
BALLOTS 

TAKING  BALLOTS,  AND  HANDING  IN  INDIVIDUAL  NOTICES 

These  are  two  very  important  matters  in  connection  with 
Trade  Unionism,  and  the  more  systematically  the  work  is 
carried  out,  the  less  likelihood  will  there  be  of  a  hitch  at 
the  last  minute.     It  is  no  unusual  occurrence  to  find  that 

Ballot  Return  Form 

Union. 

Office 


Branch. 


19- 

BALLOT    ON 


No.  of  papers  given  out 
No.  of  papers  returned 
No.  voting  "  FOR  " 
No.  voting  "against" 
No.  of  papers  spoilt 

Majority 

Signed 


Bratich  President. 


Signed. 


Branch  Secretary. 

branches  have  not  received  the  full  quota  of  ballot  papers  or 
notice  forms ;  or  at  other  times  to  find  that  some  have  been 
missed  altogether.  In  the  case  of  numbers  of  ballot  papers 
to  be  supplied,  reference  to  the  card  index  for  particulars  of 
membership  should  be  made,  and  a  sufficient  quantity  sent 
to  each  branch,  together  with  a  few  over, 
103 
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It  is  usual  to  supply  each  branch  secretary  with  a  return 
form,  on  which  he  may  record  the  result  of  the  ballot  and 

POST   CARD 


Dear  Sir, 

A  parcel  of  (ballot)  papers  has 
been  dispatched  to  you  this  day; 
on  arrival,  please  count  them  and 
advise  us  of  the  number  received, 
by  return,  on  the  reverse  side  of 
this  card. 

Yours  faithfully. 


Mr  John  Brown, 
Hardwick  Street, 
Tibshelf, 
Alfreton. 


{Reverse  side) 


POST   CARD 


Dear  Sir, 

The    (ballot)    papers    reached 

me 

and  number 

Yours  faithfully. 


The  General  Secretary, 

Union, 

Offices, 

Chesterfield. 


forward  to  Headquarters  for  tabulation — if  the  ballot  is  being 
counted  locally.  In  this  case  the  return  form  may  be 
enclosed  in  the  parcel  of  ballot  papers,  but  in  order  to  ensure 
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its  detection  it  should  be  of  quite  a  different  colour  from 
the  ballot  papers.  Another  method  of  recording  the  result 
of  these  ballots  is  by  the  use  of  the  card  cabinet.  Instead  of 
sending  to  the  branch  an  ordinary  return  form,  a  card  would 
be  sent,  which,  when  completed  and  returned  to  the  office, 
would  be  inserted  in  the  cabinet  behind  the  branch's  guide 
card.  In  this  way  it  would  be  a  simple  matter  to  refer  to 
the  voting  of  any  branch  upon  any  particular  question.  It 
may  be  in  the  form  on  page  103. 

When  sending  either  ballot  papers  or  notice  forms  it  is 
advisable  to  inform  branch  secretaries  by  post  card. 

On  receipt  of  the  parcel,  the  number  received  will  be 
inserted  on  the  post  card  and  sent  by  return  to  Head- 
quarters. By  this  method,  if  any  parcel  is  not  delivered, 
the  branch  secretary  may  advise  Headquarters  by  return 
and  little  delay  is  occasioned.  Wliere  the  number  received 
is  inadequate,  this  may  also  be  rectified  in  the  same  way. 

Before  dispatching  the  post  cards  and  parcels,  care  should 
be  taken  that  none  have  been  overlooked,  and  this  can  only 
be  ascertained  by  careful  checking. 

The  post  card  advising  the  branch  of  the  dispatch  of  the 
papers  may  be  a  double-sided  one,  so  that  all  that  is  necessary 
for  the  branch  secretary  to  do  is  to  cross  his  address  out  and 
atfix  a  stamp  on  the  opposite  side,  which  is  already  addressed 
to  Headquarters,  inserting  the  number  of  papers  received. 
The  card  would  be  printed  as  on  page  104. 


CHAPTER  XV 
REPORTS 

OFFICIAL   REPORTS 

The  report  of  a  treasurer  is  a  common  feature  of  meetings 
of  Trade  Unions,  as  financial  matters  cannot  generally  be 
ignored  in  any  organisation.  The  Treasurer's  Report  is 
usually  in  the  form  of  a  statement  of  accounts  for  the  period 
under  review.  The  statement  is  supplemented  by  explana- 
tions as  to  how  the  balance  in  hand  is  made  up  ;  as  to  late- 
ness of  branch  contributions ;  excessive  branch  expenditure  ; 
special  items  of  Headquarters'  expenditure ;  reasons  for  fall 
in  income  or  rise  in  expenditure ;  instructions  to  branch 
secretaries  and  treasurers  on  special  matters,  such  as  date  of 
half-yearly  and  yearly  closing  of  accounts. 

FINANCIAL   REPORTS 

In  the  preparation  of  any  financial  report,  great  accuracy 
is  called  for,  as  the  policy  of  the  organisation  is  generally 
determined  according  to  the  state  of  its  finances.  Sanctions 
for  loans  to  public  bodies  depend  in  the  first  instance  upon 
finance.  Inaccuracies  in  a  financial  report  may  wreck  not 
only  a  scheme,  but  the  organisation  itself.  In  any  case, 
where  a  financial  report  is  prepared,  the  treasurer  or  other 
officer  responsible  for  the  finances  should  take  the  greatest 
care  that  the  figures  presented  are  strictly  accurate. 

COMMITTEE    REPORTS 

In  the  case  of  most  Trade  Unions,  certain  work  is  dele- 
gated to  committees  and  sub-committees.  In  the  case  of 
the  Executive  Committee,  the  report  of  their  meetings  is 
generally  issued  in  the  form  of  minutes  of  proceedings,  but 
where  a  committee  has  been  appointed  to  deal  with  special 
business,  a  report  is  issued  on  the  inquiry  into  the  business 
being  completed.  The  minute  appointing  the  committee 
contains  the  Terms  of  Reference — i.e.  particulars  as  to  the 
scope  and  nature  of  the  inquiry  for  which  the  committee  is 

1 06 


REPORTS  107 

appointed.  In  presenting  the  report  the  committee  would 
first  refer  to  the  terms  of  reference,  then  report  on  the  extent 
of  the  inquiry,  and  finally  make  recommendations. 


MINUTES   OF   COUNCIL   AND    EXECUTIVE    MEETINGS 

The  drafting  of  minutes  requires  considerable  care  and 
skill.  Often  after  a  long  discussion  containing  propositions, 
amendments  and  riders,  it  is  difficult  to  decide  precisely 
what  the  actual  minute  is  that  is  passed,  and  I  have 
known  many  cases  when  there  were  very  different  opinions 
held  by  those  present  as  to  the  actual  minute  which  had 
been  voted  upon  and  passed.  In  such  cases  it  is  unwise  to  let 
the  matter  pass  without  interrogating  the  Chairman  as  to 
the  exact  intention  of  the  meeting.  Where  possible,  it  is 
well  for  a  person  responsible  for  the  recording  of  the  minutes 
to  cultivate  a  working  knowledge  of  shorthand,  so  that  he 
can  take  down  important  passages  at  least  as  they  are 
uttered,  especially  the  exact  wording  of  a  resolution  if 
moved  by  a  delegate  ex  tempore. 

And  again,  when  towards  the  close  of  the  meeting  small 
and  comparatively  unimportant  routine  matters  are  dealt 
with,  with  much  rapidity,  it  is  almost  impossible  for  the 
ordinary  writer  to  keep  in  touch.  If  he  is  unable  to  write 
in  the  winged  art,  in  such  cases  it  is  better  to  just  make  a 
short  note  opposite  the  item  on  the  agenda,  together  with 
the  names  of  proposer  and  seconder,  and  trust  to  his 
memory  and  his  knowledge  of  the  work  of  the  organisation 
to  complete  the  minute  at  some  opportune  time. 

Again,  it  is  sometimes  very  difiicult  to  know  exactly  to 
what  branches  the  proposer  and  seconder  of  a  resolution 
belong,  and  it  is  here  important  that  the  proper  names 
be  recorded,  otherwise  it  may  be  attributed  to  persons  who 
will  repudiate  it  at  the  next  meeting  if  it  is  dealing  with  a 
contentious  matter. 

If  possible,  the  letters  containing  the  items  for  the  agenda 
should  be  perused  beforehand,  as  it  is  then  much  easier  to 
follow  intelligently  the  discussion  which  ensues,  and  con- 
sequently to  write  a  minute  accurately  interpreting  the 
wishes  of  the  meeting. 

To  aid  in  this  it  is  advisable  to  insist  upon  all  branch 
secretaries  sending  in  their  resolutions  in  such  a  form  as  to 
fully  indicate  their  meaning  ;  such  a  phrase  as  "  delegate 
to  explain  "  is  not  sufficient,  and  gives  no  opportunity  for 
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the  officials  to  discuss  the  matter  or  procure  details  to  assist 
in  the  discussion  and  deliberations. 

If  the  writer  (where  there  is  a  Minute  Secretary)  is  taking 
a  verbatim  shorthand  note  of  the  proceedings,  he  should 
leave  a  fairly  wide  margin  down  the  left-hand  side  of  his 
book,  in  which  he  can  make  occasional  notes  of  particularly 
important  items,  or  it  may  only  be  possible  to  draw  attention 
to  the  passage  by  a  sign. 

Where  a  delegate  proposes  a  resolution,  he  should  draw  a 
line  underneath  the  matter  that  has  immediately  preceded 
it,  and  another  at  the  close,  so  that  when  afterwards  pre- 
paring the  minutes  such  a  resolution  will  be  conspicuous, 
and  it  will  not  be  necessary  to  wade  through  the  whole  of 
the  shorthand  notes  to  pick  it  out.  It  is  also  advisable  to 
have  a  second  note-book  at  hand  in  which  will  be  recorded, 
as  far  as  possible,  as  they  are  passed,  all  minutes.  It  is  not 
always  possible  to  do  this,  as  in  the  course  of  the  debate  of 
an  important  matter  many  resolutions  may  be  proposed 
and  eventually  one  of  the  earlier  ones  passed,  in  which  case 
it  will  be  necessary  to  refer  back  to  the  earlier  one,  but  this 
will  be  simplified  if  the  lines  are  drawn  across  each  time  a 
resolution  is  proposed. 

Where  possible,  it  is  better,  when  the  feeling  of  the 
meeting  on  any  question  has  been  obtained,  to  draft  the 
minute  for  the  Chairman  of  the  meeting  to  convey  to  it 
before  finally  passing  it. 

In  order  to  be  successful  in  this  branch  of  a  Union's  work, 
one  must  have  much  practice  in  the  art  of  precis  writing, 
and  must  follow  the  proceedings  closely. 

Minutes  should  be  clear  as  to  their  meaning  and  precise 
in  the  form  of  expression.  One  must  use  judgment  as  to  the 
amount  of  detail  to  be  included  in  a  particular  minute,  and 
only  experience  of  the  work  of  the  particular  organisation 
can  fit  one  to  decide  this. 

Where  a  request  is  made  that  certain  matters,  say,  the 
correspondence  in  any  important  compensation  case,  or  in 
an  ordinary  industrial  dispute,  or  some  agreement  arrived 
at,  should  be  published  with  the  minutes,  the  secretary 
should  see  that  the  matter  is  included,  if  the  Chairman  has 
acceded  to  the  request. 

The  whole  of  the  minutes  of  a  meeting  are  actually 
memoranda  of  proceeding,  but  in  actual  practice  there  is  a 
distinction  between  the  use  of  the  word  "  Minute  "  and  the 
word  "  Memorandum." 

Minutes  are  usually  records  of   decisions  arrived  at,  or 
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accounts  of  business  completed  wholly  or  in  part,  but  memo- 
randa are  notes  which  do  not  affect  the  decisions  or  record 
of  deliberations,  but  are  explanatory  of  certain  parts  of  the 
procedure  of  the  meeting,  and  may  record  any  particular 
occurrence  at  the  meeting. 

Memorandum  and  IMinuths 

The  following  example  ser\es  to  show  the  distinction 
between  a  minute  and  a  memorandum  : — 

The  same  business  was  brought  forward  in  each  case,  but 
the  method  of  dealing  with  it  is  different. 

Mcmoyandnm. — The  meeting  was  attended  by  the  district 
representative  of  the  P.  P.  Patent  Shotfiring  Apparatus, 
who  demonstrated  to  the  committee  the  use  of  this  safety 
system  of  firing  shots  in  mines. 

Minute. — The  representative  of  the  P.  P.  Safety  Shot- 
firing  Apparatus  was  empowered  to  arrange  meetings  (with 
the  assistance  of  the  General  Secretary)  with  the  branches 
of  the  Union,  in  order  to  demonstrate  its  use. 

The  memorandum,  it  will  be  seen,  merely  records  the 
circumstance,  but  does  not  record  any  decision  on  the  part 
of  the  committee. 

There  are  three  distinct  operations  in  the  writing  of 
minutes  :  (i)  Note-taking  ;  (2)  Drafting  the  Minutes  ;  and  (3) 
transferring  them  to  the  Minute  Book.  It  will  be  noticed 
that  the  first  and  second  require  the  skill  and  experience. 
When  a  resolution  is  proposed  ex  tempore,  it  is  essential  that 
strict  accuracy  in  recording  the  actual  words  be  observed, 
and  also  the  actual  form  and  terms  of  any  amendments  to 
the  resolution.  When  a  proposer  of  a  resolution  puts  it  into 
writing,  it  is  well  to  obtain  a  copy,  otherwise  he  may  challenge 
the  accuracy  of  the  record.  Generally,  where  a  resolution 
is  not  in  written  form  and  handed  to  the  Chairman,  it  is 
left  for  the  secretary  to  draft  it,  who  should  endeavour  to 
express  the  ideas  of  the  proposer. 

Where  practicable,  the  secretary  and  the  Chairman 
should  together  go  through  the  draft  minutes  before  their 
entry  into  the  Minute  Book. 

Much  practice  is  necessary  in  the  difiicult  task  of  taking 
notes  of  the  important  points  of  a  debate  for  the  purpose  of 
the  preparation  of  minutes.  The  task  is  complicated  by 
there  being  often  a  number  of  propositions,  amendments, 
and  further  amendments,  and  during  this  time  the  secretary 
will  have  recorded  as  many  of  them  as  he  has  found  it 


110     BUSINESS  METHODS  IN  TRADE  UNIONS 

possible  to  do,  and  it  will  be  his  task  to  finally  word  the 
resolution  so  as  to  express  as  clearly  as  possible  the  general 
sense  of  that  which  is  to  be  submitted  to  the  meeting.  In 
long  discussions  like  these,  he  will  perhaps  be  better  able 
to  do  this  by  listening  very  intently  to  the  trend  of  the 
discussion  than  by  trying  to  record  all  these  various  proposals 
and  counter-proposals,  if  he  be  not  an  expert  shorthand 
writer  to  take  down  each  resolution  and  amendment  as 
spoken. 

DRAFTING    MINUTES 

It  is  essential  that  a  minute  should  express  in  clear  and 
certain  language  the  result  arrived  at  of  each  matter  brought 
forward.  Care  must  be  taken  to  express  it  as  clearly  as 
possible.  It  should  be  worded  so  as  to  contain  nothing 
in  the  nature  of  redundancy  or  verbosity,  and  ambiguity 
and  inaccuracies  should  be  guarded  against. 

When  drafted,  the  minutes  should  be  compared  with  the 
agenda  for  the  meeting,  and  thus  ensure  the  inclusion  of  all 
the  business  transacted ;  any  omission  of  matter  which  has 
been  the  subject  of  a  resolution  may  lead  to  annoyance  to 
those  concerned,  who  may  insist  upon  its  rectification  when 
the  minutes  are  up  for  approval  at  a  subsequent  meeting. 
It  is  well  to  be  particularly  careful  in  this  regard,  as  it  is 
certainly  not  palatable  to  the  recorder  of  the  minutes  to  be 
called  upon  to  rectify  inaccuracies. 

Minutes  should  be  drafted  as  carefully  and  with  as  much 
regard  to  detail  as  any  legal  document  ;  they  are  often  sub- 
ject to  reference,  and  important  matters  frequently  decided 
by  reference  to  them. 

As  to  the  length  of  minutes,  this  should  be  determined 
by  those  responsible  for  their  compilation,  and  varies  with 
circumstances.  In  contentious  and  important  matters 
often  a  record  of  the  voting  is  kept  and  entered  upon  the 
minutes. 

EXAMPLES    OF    MINUTES 

The  following  are  examples  of  formal  minutes  which 
generally  follow  a  customary  wording  : — 

(i)  Minutes  of  previous  meeting. 

The  minutes  of  the  previous  meeting  held  on  the 
7th  June  1920  were  read — or  taken  as  read — 
approved,  and  signed  by  the  Chairman. 
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(2)  The  minutes  of  the  meetings  of  the  Executive  Com- 
mittee held  on  the  2nd  and  3rd  July  were  read 
and  approved,  and  the  recommendations  therein 
contained  ordered  to  be  carried  into  effect. 

Generally,  any  business  arising  out  of  the  minutes  of 
committees  is  discussed  separately,  the  decisions  being 
recorded  in  separate  minutes. 

MINUTES    OF   COUNCIL   MEETING 

The  following  are  examples  of  the  minutes  of  an  ordinary 
Council  Meeting  of  a  Trade  Union  : — 

Minutes  of  a  Mp:ktin(;  of  the  Council  of  the 

Union,   held    in  the   Council    Cliamber,    Ofifices, 

,  at  9  A.M.  on  Saturday,  September  8th,  1920. 

Present : 

Chairman  :    Vice-Chairman  ; 

Delegates. 

Officials 

General  Secretary;     Assistant  Secretary; 

Treasurer  ;     Compensation   Agent. 


Matters  arising  out  of  the  Minutes. — Item  71.  The  Secre- 
tary reported  that  communications  had  been  received  from 
the  Midland  Railway  Co.  and  the  Great  Northern  Railway 
Co.  acknowledging  the  receipt  of  Council's  resolution,  and  it 
was  understood  that  provision  would  be  made  during  the 
next  few  weeks  for  the  heating  and  lighting  of  workmen's 
trains  during  the  winter  months. 

Item  72.  The  Secretary  reported  that  he  had  been  in 
commAmication  with  the  Secretary  of  the  Employers' 
Association,  and  that  a  meeting  of  Employers'  and  Workmen's 
representatives  had  been  arranged  for  Monday,  the  31st  inst., 
on  the  subject  of  alteration  of  starting  time  on  account  of 
the  operation  of  the  Daylight  Saving  Act. 

On  the  motion  of branch,  seconded  by 

branch,  it  was  resolved  that  the  minutes  and  accounts  of  the 
past  month  be  confirmed. 

Correspondence. — A  letter  had  been  received  from  the 
Secretary  of  the  Shipley  Branch  stating  that  Mr  Jones,  who 
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for  many  years  had  attended  the  Council  meetings  as  dele- 
gate for  that  branch,  had  resigned,  on  account  of  ill-heahh. 

On  the  motion  of  the  Chairman,  seconded  by branch, 

it  was  unanimously  decided  that  the  letter  be  placed  on 
record  in  the  minutes,  and  that  his  resignation  be  accepted 
with  regret. 

Resolutions  from  Branches. — (i)  A  resolution  from 

branch  concerning  press  criticisms  against  what  were  con- 
sidered to  be   unfair   tactics   of   the   Union   in  the   recent 

dispute  at   was  considered.     The  Chairman  was  of 

opinion  that  such  criticism  was  unfair  and  uncalled  for, 
and  that  the  full  facts  of  the  case  had  not  been  made 
public. 

Mr    branch,   endorsed   the    remarks    of    the 

Chairman.  After  further  discussion,  on  the  motion  of  the 
Chairman,  seconded  by branch,  the  following  resolu- 
tion was  carried  unanimously  : — That  this  Council  strongly 
protests  against  the  unfair  criticism  at  present  appearing  in 
the  local  press  with  regard  to  the  Union's  attitude  during 
the  recent  dispute,  and  hereby  instructs  the  Secretary  to 
reply,  setting  forth  fully  all  the  facts  of  the  case. 

(2)  Resolution  from branch  asking  for  permission 

to  take  a  ballot  with  a  view  to  giving  in  notices  to  enforce  a 
settlement  of  the  question  of  a  better  light  at  their  colliery  : 
the  Secretary  reported  that  he  had  repeatedly  pressed  for 
the  installation  of  a  newer  type  of  lamp,  but  without  any 
satisfaction. 

The  Chairman  pointed  out  that  they  had  had  the  greatest 
difficulty  at  their  colliery  in  getting  delivery  when  ordered, 
and  that  this  may  be  the  obstacle  in  this  case.  After  dis- 
cussion, it  was  decided  that  a  further  letter  be  addressed 
to  the  company  and  the  result  reported  upon  at  the  next 
meeting. 

(3)  A  resolution  from  the  branch  concerning 

the  creation  of  a  special  fund  for  the  equipment  of  branches 
with  recreation  rooms  was  not  entertained,  being  contrary 
to  the  Rules  of  the  Union. 

Officials'  Reports.- — The  Secretary  reported  that  during 
the  month  three  joint  meetings  of  Owners'  and  Workmen's 
representatives  had  taken  place.  The  first  was  in  connection 
with  the  recent  advance  in  wages  of  20  per  cent.  ;  its 
application  to  half-difference  compensation  men  ;  the  date 
upon  which  the  first  payment  would  be  made  ;  and  its 
effect  upon  those  who,  whilst  being  members  of  the  Union, 
did  not  actually  come  within  its  scope. 
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At  this  meeting  it  was  agreed  that  this  advance  should  be 
shown  separately  on  the  pay-tickets,  and  all  back  money, 
with  the  number  of  shifts  represented,  to  be  shown  separately. 

In  the  case  of  half-difference  compensation  men  it  was 
agreed  that  their  compensation  should  not  be  affected  unless 
the  advance  increased  their  wages,  with  compensation  added, 
beyond  the  pre-accident  average,  in  which  case  the  half- 
difference  would  be  reduced  accordingly. 

The  date  of  the  first  payment  is  to  be  the  first  pay-da^^  in 
the  week  commencing  the  21st  inst. 

The  question  of  those  members  outside  the  scope  of  the 
award  was  relegated  to  a  further  meeting. 

After  discussion  and  questions,  on  the  motion  of 

branch,  seconded  by branch,  the  following  resolution 

was  carried  unanimously  : — That  this  Council  approves  of 
the  action  of  the  officials  in  meeting  the  Owners  and  of  the 
arrangements  made  in  connection  with  the  recent  20  per  cent, 
advance,  and  instructs  the  Secretary  to  issue  circulars  to  the 
branches  on  the  subject. 

The  second  meeting  was  on  the  question  of  a  Price  List 

for  the Seam  of  the Colliery.  After  a 

long  discussion,  and  many  proposals  and  counter-proposals, 
the  meeting  being  unable  to  come  to  any  agreement,  it 
was  decided  to  submit  the  matter  to  the  Joint  Board  for 

the  District  of  Derbyshire,  and  to  invite  Mr to 

act  as  Independent  Chairman,  whose  decision  should  be 
accepted  as  final. 

The  third  meeting  was  on  the  subject  of  payment  for 
week-end  work.  It  had  been  the  custom  for  some  time  to 
pay  workmen  for  all  time  made  at  week-ends,  on  emergency 
work,  time-and-a-quarter,  but  as  this  work  had  greatly 
increased  of  late,  and  other  work  was  being  done,  a  demand 
was  made  for  time-and-a-half,  so  that  those  doing  necessary 
work  would  receive  the  remuneration  thought  to  be  ade- 
quate, and  it  would  have  a  tendency  to  abolish  unnecessary 
week-end  work.  After  much  demur,  the  Owners  eventually 
decided  to  accede  to  the  request  as  to  payment,  and  to  cut 
down  week-end  work  to  a  minimum. 

It  was  proposed  by branch,  seconded  by 

branch  :  That  this  Council  approves  of  the  results  arrived 
at  at  these  two  meetings. 

The  Secretary  reported  that  twenty  thousand  circulars  had 
been  sent  to  the  branches  dcahng  with  the  Xcw  I\Iines  Bill. 

Arising  out  of  this,  a  brief  discussion  took  place  on 
the  progress  of  the  New  Bill  at  present  before  Parliament, 
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and  the  effect  of  certain  Amendments  which  had  been 
carried  in  the  Committee  Stage. 

Compensation. — -The  Compensation  Agent  reported  upon 

the  case  of   ,  a  member  of   branch, 

stating  that  although  the  man's  doctor  had  always  certified 
his  inability  to  work  as  being  due  to  accident  to  head,  the 
Indemnity  Co.'s  doctor  stated  that  he  was  suffering  from 
dizziness  brought  on  by  an  affection  of  the  eyes,  and  com- 
pensation was  refused. 

It   was   proposed    by    branch,    seconded   by 

branch,  that  the  Compensation  Agent  should  have 

the  member  examined  by  a  specialist,  and  if  he  consider  the 
report  satisfactory,  to  take  what  steps  he  consider  necessary 
to  obtain  payment  of  compensation. 

It  was  also  reported  that  a  settlement  for  £260  had  been 

arrived  at  in  the  fatal  case  of of  the 

branch,  and  in  the  case  of  a  boy  named of  the 

branch,    the   sum   of  ;£20   had  been  accepted, 

owing  to  the  fact  that  very  little  benefit  to  the  family  from 
his  earnings  could  be  proved. 

In  the  case  of   of   branch,  there 

being  no  dependent,  an  amount  of  £15  was  obtained  for 
funeral  expenses. 

The    delegates    from    branch    conveyed    to 

Mr    (Compensation   Agent)   the  thanks  of    the 

family  of  their  late  member  for  the  highly  satisfactory 
manner  in  which  he  had  negotiated  a  settlement. 

It  was  proposed  by branch,  seconded  by 

branch,  that  the  foregoing  be  considered  as  being  quite 
satisfactory  settlements. 

Treasurer's  Report.- — The  Treasurer  reported  that  up  to 

the  present  no  remittance  had  been  received  from 

branch  for  the  month,  and  that  this  branch  was  habitually 
late  in  sending  its  contributions. 

It  was  proposed  by branch,  seconded  by 

branch,  that  the  Secretary  write  drawing  the  attention  of 
the  branch  committee  to  the  irregularity,  and  that  unless 
it  ceased  the  Council  would  consider  the  desirability  of 
appointing  a  new  set  of  local  officials. 

It  was  also  reported  that  the  balance  at  the  local  bank 
was  an  unusually  large  one,  and  that  the  C.  W.  S.  Bank  had 
written  to  the  effect  that  they  would  accept  deposits  at 
5  per  cent,  per  annum  interest,  subject  to  three  months' 
notice  to  withdraw. 

It  was  proposed  by branch,  seconded  by 
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branch,  that  a  deposit  of  ;£30,ooo  be  made  immediately  with 
the  C.  W.  S.  Bank,  subject  to  these  terms. 

Applications  for  Unciiiployincnt  Pay. — Eight  apphcations 
for  extension  of  Unemployment  Pay  for  another  month  were 

considered.       It     was     proposed     by     branch, 

seconded  by   branch,  that  six  be  granted  ;    in 

the  other  two,  further  evidence  of  seeking  work  be  asked  for, 
and  that  the  Treasurer  be  empowered  to  pay  them  if  this 
evidence  be  satisfactory. 

Names  Pay  granted  Branch 


to  be  paid  conditionally 


Date  and  Time  of  Next  Meeting. — It  was  decided  to  liold 
the  next  meeting  on  Saturday,  the  2nd  of  September,  at 

9  A.M. 

The  meeting  concluded  at  1.30  p.m. 


CHAPTER  XVI 
INCOME    TAX 

RECLAIMING    OF   INCOME    TAX 

This  is  a  very  important  work,  the  amounts  involved  in  the 
case  of  some  Unions  reaching  many  thousands  of  pounds 
per  annum.  It  is  generally  left  to  the  professional  auditors 
to  compile  the  claim  for  submission  to  the  Claims  Branch 
of  the  Inland  Revenue,  but  this  is  usually  on  account  of  the 
inability  of  the  Trade  Union  officials  to  CEirry  out  the 
work,  there  being  no  stipulation  that  it  shall  be  done  by 
professional  practitioners. 

It  must  be  noticed  that  on  all  Interest  on  Investments,  in 
the  shape  of  lands,  tenements,  or  hereditaments,  dividends 
on  stocks,  inscribed  in  the  books  of  the  Bank  of  England, 
Government  Securities,  War  Bonds,  loans  to  Corporations, 
etc..  Income  Tax  at  the  rate  of  5s.  in  the  pound  is  either 
deducted  at  the  source,  or  has  to  be  accounted  for  to  the 
Inland  Revenue ;  but  as  a  concession  to  Registered  Trade 
Unions,  an  amount  of  this  tax  may  be  recovered,  equivalent 
to  the  tax  upon  the  amount  spent  by  the  Union  in  Provident 
Benefits  during  the  year,  but  not  exceeding  the  amount  of 
tax  actually  paid. 

Section  3  of  the  Trade  Union  (Provident  Funds)  Act,  1893, 
defines  Provident  Benefits  to  mean  and  include  any  pay- 
ment made  to  a  member  during  sickness  or  incapacity  from 
personal  injury,  or  while  out  of  work,  or  to  an  aged  member 
by  way  of  superannuation,  or  to  a  member  who  has  met 
with  an  accident,  or  has  lost  his  tools  by  fire  or  theft,  or  a 
payment  in  discharge  of,  or  in  aid  of,  funeral  expenses  on  the 
death  of  a  member  or  the  wife  of  a  member,  or  as  provision 
for  the  children  of  a  deceased  member,  where  the  payment 
in  respect  whereof  exemption  is  claimed  is  a  payment 
expressly  authorised  by  the  Registered  Rules  of  the  Trade 
Union  claiming  the  exemption. 

For  instance,  if  the  Income  Tax  paid  by  a  Trade  Union 
on  Interest  from  Investments,  etc. — they  are  generally  loans 
to  public  bodies,  or  Government  Stocks — amounted  in  the 
year  to  £5000,  and  the  amount  spent  on  Provident  Benefits 
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was  £16,000,  a  sum  amounting,  at  5s.  in  the  pound,  to  £4000 
could  be  reclaimed,  the  remaining  £1000  being  lost. 

The   claim  for  repayment  must  be   made   within   three 
years  of  the  close  of  the  Tax  year,  which  is  the  5th  April, 


No.  of 
Voucher 

Particulars  of  Income 

Amount 
of  Dividend, 

Annuity, 
Interest,  etc. 

1 

Amount  of 
Income  Tax  de- 
ducted from  each 
source  of  income 

51 
52 

53 

2 
3 
4 

5 
6 

Brought    forward    " Cor- 
poration        .... 
Brought    forward   " Cor- 
poration        .... 
Brought   forward   " Cor- 
poration        .... 

Urban  District  Council 

Borough  Council 

National  War  Bonds  . 

Corporation 

Carried      forward, 

Interest    .          .  £722  19    8 
Carried     forward, 

Tax           .          .     216  17  lu 

Borough  Council 

Carried     forward, 

Interest    .          ■       3'->    ^     7 
Carried      forward. 

Tax           .          .         9     I  II 

Corporation 

Carried    forward. 

Interest    .          .     64  10  11 
Carried   forward, 

Tax          .          .      19     2   10 

Total  amount  of  Income  and 
Income  Tax  thereon 

£    s-    d. 
262  10   0 
117   0   0 

X26  10    0 
1021    0   0 

53S   0   0 
1250   0    0 

281    9   3 

61  13  II 
I    9    I 

£     ^^    d. 
65  12    6 
29    5    0 

31  12     6 

255    5    0 
134  10    0 
312  10    0 

70     7    4 

15     8     6 
073 

3659  12    3 

914  18     I 

and  is  made  on  Form  R67,  where  the  Union  does  not  assure 
any  sum  exceeding  £300,  or  grant  any  annuity  exceeding 

The  form  provides  for  full  particulars  of  the  investments 
and  rate  of  interest  to  be  given. 

One  of  the  difficult  problems  to  be  contended  with,  and 
which  leads  to  much  calculation,  arises  when  the  interest 
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received  from  investments  extends  beyond  the  Income  Tax 
year  end.  It  will  be  noticed  that  in  such  cases  part  of  the 
amount  received  will  have  to  be  accounted  for  in  the  current 
year  and  the  remainder  carried  to  the  next  year.  For 
instance,  the  Union's  financial  year  may  terminate  31st 
December  1920,  in  which  case  any  yearly  interest  received 
up  to  the  close  of  that  year  will  contain  a  portion  to  5th 
April  1920.  The  claim  for  repayment  for  that  year  will 
thus  be  from  6th  April  1919  to  5th  April  1920. 

The  amount  earned  between  5th  April  1920  and  31st 
December  1920  wUl  thus  be  carried  forward  to  the  next 
year's  claim.  In  the  case  of  half-yearly  interest,  any 
amount  that  is  due  before  5th  October  will  contain  some 
portion  to  be  included  in  the  claim  made  to  5th  April,  the 
remainder  belonging  to  the  claim  ending  5th  April  1921. 
It  will  be  seen  then,  that  when  these  periods  overlap,  cal- 
culation must  be  made  in  order  to  arrive  at  the  amount  of 
interest  and  tax  to  be  reclaimed  for  the  current  year,  based 
on  the  number  of  days'  interest  which  are  included  in  that 
year.  As  far  as  the  amount  recovered  is  concerned,  the 
result  is  the  same,  but  instead  of  recovering  the  whole  of 
these  amounts  in  one  year,  they  are  spread  over  two  years. 
The  ruling  of  Claim  Form  No.  R67  is  as  on  page  117. 

Assuming  that  a  claim  has  been  made  for  the  previous 
year,  there  will  be  the  balances  to  be  brought  forward  from 
that  year ;  these  will  be  the  first  entered  on  Form  R67,  as 
shown  in  example,  items  51,  52,  and  53.  Next  will  come 
the  particulars  of  Interest  and  Income,  the  whole  of  which 
comes  within  the  financial  year,  and  consequently  requiring 
no  splitting  up,  as  items  i,  2,  and  3  in  example.  Then 
follow  those  items  where  the  interest  has  been  partly  earned 
within  the  financial  year  and  partly  in  the  next  year  ; 
these  are  dealt  with  as  shown  in  items  4,  5,  and  6.  In 
arriving  at  this  division  of  interest  and  income  tax,  assuming 
that  the  amount  represents  one  year's  interest,  we  must 
calculate  how  many  days'  interest  beyond  April  are  included 
in  the  amount — e.g.  if  the  twelve  months  ended  30th  April, 
there  would  be  twenty-five  days'  interest,  and  the  tax  on 
it  to  be  carried  forward,  which  amount  would  be  arrived 
at  by  multiplying  the  full  amount  by  the  number  of  days 
to  be  carried  forward  and  dividing  the  product  by  365,  as 
follows  : — 

j£  sum  X  number  of  days  beyond  April  5th 
365 
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In  the  case  of  half-yearly  payments  of  interest,  where 
the  period  extends  beyond  5th  April,  the  amount  will  be 
multiplied  by  twice  the  number  of  days  beyond  5th  April 
and  divided  by  365,  as  follows  :— 

jQ  sum   X   2   X   number  of  days  beyond  April  5th 

The  product  in  each  case  will  be  the  amount  of  interest 
to  be  deducted  and  carried  forward  to  next  claim,  together 
with  the  tax  upon  it. 

The  Income  Tax  vouchers  must  accompany  the  claim, 
and  will  be  numbered  from  i  upwards,  the  same  number 
appearing  on  each  voucher  as  appears  opposite  its  item  on 
the  Claim  Form.  In  the  case  of  those  amounts  brought 
forward,  the  original  numbers  allotted  to  them  will  be  stated 
when  entering  them  on  the  form,  so  that  the  Inland  Revenue 
Authorities  may  trace  them  ;  they  keep  all  the  vouchers. 
In  order  to  be  able  to  pick  up  the  amounts  carried  forward 
when  making  the  next  claim,  it  is  necessary  to  retain  a  copy 
of  each  year's  claim. 

Having  dealt  with  the  amounts  of  interest  and  tax,  the 
amounts  spent  in  the  various  Provident  Benefits  during 
the  year  must  be  ascertained  from  the  printed  accounts 
and  inserted  in  the  spaces  provided  on  the  form,  and 
when  all  the  instructions  for  filling  up  the  form  have  been 
carried  out,  it  must  be  signed  by  a  Justice  of  the  Peace, 
Commissioner  of  Income  Tax,  or  a  Minister  of  Religion,  and 
forwarded  to  the  Claims  Branch  of  the  Inland  Revenue, 
when,  if  in  order,  a  cheque  for  the  amount  claimed  will  be 
sent  by  the  Inland  Revenue  Authorities  in  due  course. 


APPENDIX 

As  there  are  many  Acts  of  Parliament  which  directly 
affect  Trade  Unions  as  a  body,  or  their  members  individually, 
the  student  should  have  some  acquaintance  with  their 
provisions,  and  at  least  have  copies  of  them  handy  for 
reference. 

The  Trade  Union  official  is  often  called  upon  to  give 
advice  to  members  on  the  subject  of  Income  Tax,  therefore 
the  regulations  in  connection  with  this,  both  for  yearly  and 
quarterly  assessments,  should  be  studied.  There  are  several 
handbooks  published  explanatory  of  the  Ir.test  Act,  which 
are  very  helpful. 

There  is  also  the  question  of  the  State  Old  Age  Pension, 
the  Acts  governing  which  are  dated  1908,  191 1,  and  1919. 
In  the  case  of  a  Union  having  an  Old  Age  Pension  fund,  it 
must  be  borne  in  mind  that  if  the  Union's  Old  Age  Pension 
so  raises  the  member's  income  as  to  prevent  his  receiving  the 
State  Pension,  or  is  the  means  of  reducing  it,  the  Union  may 
stop  its  payments  to  the  member,  or  so  reduce  them  as  to 
make  it  possible  for  him  to  receive  the  full  State  Pay.  This 
is  no  injustice  to  the  member,  as  the  amount  in  excess  would 
be  stopped  by  the  State  if  the  Union  continued  to  pay  him 
in  full. 

The  Postal  Regulations  are  also  of  importance,  and  are 
embodied  in  the  Post  Office  Guide,  which  may  be  obtained 
at  any  Post  Ofhce  for  is. 

Other  Acts  in  connection  with  Trade  Unionism  are  : 

The  Conciliation  Act,  1896. 

The  Arbitration  Act,  1889. 

The  Industrial  Courts  Act,  1919. 

Unemployment  Insurance  Acts,  1912  and  onwards. 

Trade  Union  Act,  No.  2,  1913. 

Workmen's  Compensation  Act,  1906,  and  War  Addition 
Amendment  Act,  1919. 

Trade  Dispute  Act,  1906. 

Trade  Boards  Acts,  1909  and  1918. 
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CHAPTER  XVII 

ACCOUNTANCY 

This  branch  of  Trade  Union  work  is  perhaps  less  understood 
than  any  other.  In  some  cases  we  find  it  roughly  done  in 
the  ofiice,  with  a  dependence  on  the  Auditors  of  the  Trade 
Union's  accounts  for  tlie  compilation  of  the  yearly  financial 
statement.  This  is  neither  good  for  the  prestige  of  the 
Union  concerned  nor  its  administration  expenses  ;  in  the 
former  case  it  has  suffered  when  occasion  has  arisen  to  bring 
to  light  in  a  Court  of  Law  the  system  of  accounting,  as  in  the 
case  of  the  defalcations  of  a  local  treasurer,  or  even  a  Head- 
quarters' official.  Then  the  method  of  keeping  the  accounts 
has  come  in  for  strong  criticism ;  so  it  is  well  to  take  steps 
to  avoid  such  an  occurrence.  Where  it  is  necessary  to  rely 
altogether  upon  the  Accountant's  services,  it  will  be  found 
that  the  charges  are  far  greater  than  they  would  have  been 
had  the  accounts  been  kept  in  an  orderly,  scientific  manner, 
his  task  then  amounting  to  merely  auditing  the  accounts  for 
the  year  and  not  to  actually  compiling  them. 

Besides  this,  I  have  known  almost  endless  trouble  to 
ensue  at  the  end  of  the  month,  when  the  accounts  have  to 
be  printed  and  circulated  to  the  branches,  in  arriving  at 
a  correct  balance  and  showing  a  true  state  of  affairs.  It 
would  be  one  error  at  one  time  and  quite  another  the  next, 
so  that  through  lack  of  system  many  valuable  hours  were 
literally  thrown  away  in  hunting  for  the  cause  of  these 
discrepancies  or  excesses. 

I  must  venture  a  word  here  about  the  personnel  of  the 
ofiice,  for  no  matter  what  system  be  installed,  the  human 
element  is,  after  all,  the  most  important,  and  unless  the  system 
is  worked  intelligently  and  painstakingly,  no  better  results 
will  accrue  than  with  what  I  call  the  reverse  of  a  system. 
You  must  have  persons  concerned  who  are  quick  to  grasp 
the  intricacies  of  the  system,  or  confusion  may  be  worse 
confounded. 

If  there  is  one  department  of  the  office  where  the  person 

in  charge  should  not  be  elected  for  the  job  solely  by  the 

democratic  method  of  the  individual  ballot,  this  is  it.     But 

if    the    appointment   is    finally    made   by    this   method    of 
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selection,  I  would  suggest  that  all  aspirants  submit  them- 
selves to  a  test  in  at  least  the  elementary  principles  of 
arithmetic  and  accounts  to  be  conducted  by  some  in- 
dependent person  skilled  in  commercial  education.  This 
would  eliminate  the  possibility  of  such  a  responsible  post 
being  filled  by  any  but  the  most  capable  in  the  organisation. 
First  of  all,  he  should  be  a  man  of  more  than  average 
ability  and  education ;  he  should  be  capable  of  grasping  the 
details  of  any  new  matter  that  is  placed  before  him,  and  of 
quickly  adapting  himself  to  his  changed  circumstances  and 
duties  ;  and  be  a  person  in  whom  the  Union  can  place  implicit 
trust,  and  who  will  command  respect  from  the  outside  world 
for  his  uprightness  and  past  record. 

CASH    BOOK 

Generally  speaking,  the  most  important  book  kept  by  a 
Trade  Union  in  its  financial  department  is  the  Cash  Book, 
the  ledger  not  occupying  the  same  important  position  as  it 
does  in  purely  commercial  undertakings,  but  being  retained 
to  record  tlie  loans  that  may  have  been  made  to  public  or 
other  bodies,  and  any  other  investments.  I  have  designed 
what,  from  experience,  I  conceive  to  be  a  very  appropriate 
book  for  this  purpose,  which,  if  properly  kept,  contains  not 
only  a  record  of  the  whole  of  the  Union's  cash  transactions, 
but  a  summary  of  all  the  main  items,  so  that  from  it  can  be 
compiled  the  whole  of  the  Monthly  Statement,  and  almost 
the  whole  of  the  Annual  Statement. 

If  properly  kept,  the  work  of  monthly  or  yearly  balancing 
will  be  considerably  facilitated,  and  should  there  be  some 
error,  very  little  difficulty  will  be  experienced  in  locating  it, 
as  all  the  transactions,  if  fully  recorded  in  the  waste  book, 
may  be  easily  retraced  from  there  to  the  Cash  Book,  and  the 
necessary  correction  made.  If  at  any  time  it  be  necessary 
to  ascertain  the  income  or  expenditure  under  any  particular 
heading  for  a  given  period,  it  may  be  found  by  referring  to 
the  total  of  its  appropriate  column  in  the  anal^^sis,  or  if 
the  end  of  the  period  for  which  the  totals  are  compiled  has 
not  arrived,  the  amounts  already  in  the  particular  analysis 
column  may  be  totalled  up  and  the  necessary  information 
gleaned. 

As  it  is  intended  that  this  should  be  a  work  for  the  in- 
struction of  persons  who  have  no  previous  knowledge  of  the 
principles  of  book-keeping,  in  addition  to  those  who  have 
some  acquaintance  with  them,  it  will  be  necessary  to  begin 
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at  tlie  bottom  and  proceed  in  stages  to  the  attainment  of 
the  knowledge  requisite  for  the  task  of  keeping  the  accounts 
of  any  Trade  Union,  without  professional  assistance. 

The  simpler  the  method  adopted  for  keeping  the  accounts 
the  more  likelihood  there  is  that  they  will  be  kept  correctly, 
so  that  it  is  intended  that  the  tabular  system  be  adopted  in 
this  particular  branch  of  account  keeping.  The  system  is 
so  important  a  safeguard  against  error,  it  is  such  an  econo- 
miser  of  time  and  labour,  and  it  is  at  the  same  time  so  simple 
of  application  that  it  is  now  almost  universally  used.  The 
tabular  system  has  been  adopted  in  Government  depart- 
ments, in  the  departments  of  municipal  authorities  entrusted 
with  the  duty  of  obtaining  and  expending  public  funds,  and, 
in  fact,  in  almost  every  kind  of  non-trading  institution.  It 
is  not  in  any  way  a  substitute  for  double  entry,  it  is  simply 
an  adjunct  to  it. 

In  non-trading  institutions  such  as  we  are  dealing  with, 
a  well-tabulated  Cash  Book,  with  both  sides  divided  into 
columns  according  to  our  particular  requirements,  may  be 
made  to  answer  all  the  purposes  of  a  ledger  as  well  as  of  a 
Cash  Book. 

An  illustration  of  such  a  book  will  be  found  facing  page  157. 

It  is  clear  that  the  classification  here  adopted  is  capable 
of  almost  indefinite  extension,  and  that  the  total  of  each 
column  at  the  end  of  the  month,  half-year,  or  year,  carried 
to  a  summary  or  balance  sheet,  would  enable  the  responsible 
officer  to  render  a  satisfactory  account  of  the  financial 
affairs  of  the  Union  with  the  least  possible  amount  of  labour, 
and  if  cash  receipts  and  payments  are  summarised  as  they 
are  made,  the  time  that  would  otherwise  be  spent  in 
extracting  a  summary  at  the  end  of  a  given  period  is  saved. 

As  he  opens  his  letters,  or  receives  those  containing 
matter  for  his  department,  if  all  are  opened  by  one  person, 
the  treasurer  should  enter  brief  particulars  in  a  Waste 
Book,  giving  date,  name  of  correspondent,  form  of  cash 
and  amount  stated  in  cash  column.  As  each  of  these  items 
is  taken  to  the  Cash  Book  it  should  be  ticked  off,  or  the  folio 
number  of  the  Cash  Book  inserted  in  the  folio  column  of  the 
Waste  Book.  All  payments  made  should  also  be  briefly 
recorded  in  this  book,  the  amount  and  name  of  bank  upon 
which  the  cheques  are  drawn  being  stated.  There  is  no 
necessity  for  the  balancing  of  this  book,  but  it  provides  a 
record  of  all  receipts  and  payments  for  reference  in  case  of 
need.  It  is  well  to  rule  off  the  records  of  each  day's 
transactions. 
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Receipts 

Left-hand  folio 


Date 


Name 


Cash,  P.O., 
P. O.O.,  Cheque, 
or  Bank  Receipt 


L 


Payments 

Right-hand  folio 


Date 


Name 


On  which  Bank, 
or  whether  Cash 


Of  course  the  use  of  this  book  is  optional ;  the  items  may 
be  entered  direct  into  the  Cash  Book ;  but  as  many  trans- 
actions have  to  be  made  hurriedly,  it  is  better  to  use  it  and 
then  transfer  the  items  whenever  an  opportunity  presents 
itself,  when  they  may  be  more  neatly  and  carefully  entered. 

In  order  to  illustrate  the  principle  of  double  entry  we  will 
commence  with  the  recording  of  cash  transactions  in  a 
simple  Cash  Book,  having  only  a  single  column  on  each  side. 

The  rule  is — Debit  that  which  is  received. 
Credit  that  which  is  given. 

As  the  book  faces  you,  the  left-hand  side  is  known  as  the 
debit  side,  and  is  marked  "Dr.,"  and  the  right-hand  side  is 
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known  as  the  credit  side,  being  marked  "  Cr."  Therefore 
all  receipts  are  entered  on  the  debit  side  of  the  book,  whilst 
all  payments  are  entered  on  the  credit  side. 

The  following  simple  transactions  will  now  be  entered  in 
the  Cash  Book.  Any  money  on  hand  at  the  time  of  opening 
the  cash  account  is  on  the  debit  side,  because  if  money  is  on 
hand  it  must  have  been  received. 

The  first  column  of  the  Cash  Book  is  for  the  date,  the 
year  will  be  placed  at  the  head  of  it.  It  is  usual  to  write 
the  date  as  follows  : — "  Jan.  i."  ;  there  should  be  no  "  st  " 
or  "  th  "  following,  these  are  discarded  in  books  of  account. 

The  next  column  is  for  the  particulars  of  the  entry,  and 
the  next  narrow  column  on  the  debit  side  will  be  used  for 
the  receipt  number,  or  folio  number,  where  the  entry  con- 
cerns a  ledger  item.  On  the  credit  side  this  narrow  column 
may  be  used  for  the  voucher  number,  or  ledger  folio,  as 
before  mentioned.  The  vouchers  for  payments  made  will 
be  numbered  consecutively,  their  corresponding  numbers 
appearing  in  this  column. 

It  is  not  usual  to  write  "  noughts  "  in  books  of  account  to 
indicate  that  there  are  no  shillings  or  pence  ;   dots  are  used. 

Transactions  to  be  entered  in  Cash  Book 

19— 

Sept.    I.  Cash  on  Hand  .  .  .  . 

2.  Paid  Unemployment  Pay 

3.  Contributions  received  from  A.  Branch 
6.  Contributions  received  from  B.  Branch 
g.  Paid  for  Printing,  Stationery,  etc. 

10.  Paid  Salary  of  Clerk 

11.  Received  Contributions,  C.  Branch 
13.  Rates  and  Taxes  paid 
15.  Unemployment  Pay 
17.  Clerks'  Salary 

19.  Received  Contributions  D.  Branch 
21.  Paid  Strike  Pay 
25.  Contributions  received  E.  Branch 
30.  Conference  Expenses 

If  we  add  up  the  entries  on  the  debit  side  we  shall  find 
that  the  cash  on  hand  at  commencement  and  that  which  hrs 
been  received  amount  to  £109,  4s.  gd. 

Adding  up  the  amounts  on  the  credit  side  we  get  £82, 
i6s.  lod.,  being  the  total  expenditure,  which,  when  de- 
ducted from  the  amount  on  the  debit  side,  leaves  a  balance 
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of  ;^26,  7s.  lid.,  which  amount  is  entered  on  the  credit  side  to 
make  each  side  equal.  This  balance  is  then  carried  down,  as 
shown,  to  the  opposite  side  as  Balance  in  Hand,  with  which 
to  commence  the  next  period. 

It  will  be  understood  that  you  cannot  pay  out  any  more 
cash  than  you  receive,  so  that  the  balance,  if  any,  always 
falls  to  the  debit  side.  If  the  cash  in  the  box  be  counted  it 
ought  to  agree  with  the  above  balance.  Your  statement  for 
the  month  would  then  appear  as  on  page  129. 

The  following  Cash  Book  exercises  should  now  be  worked  : — 


Exercise  1 

Write  up  Cash  Book  from  the  following  transactions  :- 


Oct.    I. 


4- 
5- 

8. 

9- 
12. 

15- 
17- 
25- 
27. 

28. 


Cash  on  Hand  .... 

Contributions  receiv^ed  from  A.  Branch 

Paid  Unemployment  Pay 

Contributions  received  from  B.  Branch 

Contributions  received  from  C.  Branch 

Paid  for  Coal  for  Office 

Paid  Doctor  Jones'  Account 

Paid  Unemployment  Pay 

Received  Contributions  D.  Branch 

Paid  Strike  Pay 

Expenses  of  Meeting  with  Employers 

Clerks'  Salary 

Petty  Cash        .... 


Answer. — Cash  on  Hand 


£ 

26 

22 

3 

17 
24 

4 

8 

5 

18 

15 
5 
5 


d. 

II 
o 
o 
o 
o 
o 
o 
o 
0 

0 

o 

0 

o 


/57  16  II 


Exercise  2 

Nov.  I.  Cash  on  Hand 
,,      3.  Paid  Rent  of  Office 

4.  Paid  Printing  Account 

6.  Received  Contributions  A.  Branch 

,,    Received  Contributions  B.  Branch 
,,      ,,    Unemployment  Pay 

,,    Strike  Pay        .... 
Received  Contributions  C.  Branch 
Received  Interest  on  Loan 
Received  Contributions  D.  Branch 
Paid  Unemployment  Pay 
Paid  Strike  Pay 
Paid  Solicitor's  Account    . 
Paid  Expenses  of  Executive  Meeting 
Paid  Clerks'  Salary 


8. 
12. 
16. 
20. 

25- 

30. 


Answer. — Cash  on  Hand 


£    s.  d. 

57  16  II 

600 

7  15     o 
24     0     o 

19    10      0 

15  7  o 
45  c)  o 
28     0    o 

75  o  o 
19  10  o 
10    5     0 

42  O  0 
O 
O 
O 


15    15 

8     7 
5  15 


£67  12  II 
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CASH    BOOK   WITH    BANK   COLUMN 

As  the  majority  of  Unions  have  banking  accounts,  and 
pay  most  of  their  accounts  by  cheques  payable  "  on  demand," 
it  is  found  economical  and  convenient  to  record  the  bank 
transactions  in  the  Cash  Book.  This  is  an  excellent  arrange- 
ment, particularly  when  it  is  remembered  that  what  the 
banker  does  is  simply  to  conduct  some  of  your  cash  trans- 
actions, which,  whether  conducted  by  yourself  or  your 
banker,  should  be  recorded  in  the  same  book,  a  double- 
column  Cash  Book. 

All  payments  by  cheque  must  be  entered  on  the  credit 
side  of  the  Cash  Book,  in  the  bank  column,  because  the  bank 
pays  the  money  on  presentation  of  the  cheque.  If  a  cheque 
is  drawn  for  the  purpose  of  obtaining  cash  for  the  office — 
e.g.  "  Sept.  13  (see  p.  132).  Drew  from  Bank  for  Office, 
;£io  " — such  a  transaction  will  require  two  entries.  In  the 
first  place,  it  is  a  pa^'ment  by  the  bank  of  £10  ;  therefore 
enter  on  the  credit  side  in  the  bank  column — "  By  Office 
Cash,  £10,"  and  enter  on  the  debit  side  in  the  office  cash 
column — "To  Bank,  £^0,"  because  the  office  cash  receives 
and  should  therefore  be  debited. 

Not  only  does  a  payment  by  the  bank  to  office  need 
entering  twice  in  the  Cash  Book,  but  also  a  payment  to  the 
bank  by  office.  "Sept.  3.  Paid  to  Bank,  ;^5o,  15s.  3d." 
This  requires  recording  on  the  credit  side  in  the  office  column 
— "By  Bank,  £50,  15s.  3d.,"  and  on  the  debit  side  in  the 
bank  column — "To  Office  Cash,  £^0,  15s.  3d."  The  reason 
why  such  transactions  require  entering  twice  is,  of  course, 
to  carry  out  the  principle  of  double  entry,  which  in  these 
particular  transactions  is  completed  in  the  Cash  Book,  no 
posting  of  these  items  being  necessary. 

We  will  deal  with  such  a  Cash  Book,  having  cash  and 
bank  columns.  As  before,  the  first  items  to  be  entered  on 
the  debit  side  are  the  balances  brought  down,  £21,  los.  6d. 
in  the  cash  column,  and  £510,  7s.  6d.  in  the  bank  column. 
It  may  happen  that  at  the  end  of  an}^  balancing  period  the 
bank  account  may  be  overdrawn,  in  which  case  the  balance 
to  be  brought  forward  in  the  bank  column  will  be  on  the 

credit  side  "  By  Bank  Overdraft,  £ " 

It  is  here  assumed  that  all  cash  received  is  paid  into  bank 
the  same  day.  If  there  is  only  one  amount  received  on 
any  day,  it  will  be  entered  direct  into  the  bank  column  ;  if 
several  amounts  are  received  on  the  same  day,  they  will  be 
first  entered  in  the  office  cash  column  and  then  paid  into 
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bank,  the  transfer  being  recorded  as  explained  in  the  case  of 
the  £^0,  15s.  3d.  paid  to  bank  on  the  3rd  by  entries  on  the 
debit  and  credit  side. 

Transactions  to  be  entered  in  the  Cash  Book 


Sept.  I.  Cash  on  Hand 
,,  Cash  at  Bank 

2.  Paid  Unemployment  Pay  by  Cheque 

3.  Received  Contributions  A.  Branch 
,,  Received  Contributions  B.  Branch 
,,    Paid  to  Bank 

6.  Paid  Office  Expenses  by  Cash 
8.  Paid  Strike  Pay  by  Cheque 

Paid  Salaries  by  Cash 
Drew  from  Bank  for  Office 
Received  Contributions  C    Branch 
Unemplo\inent  Pav  by  Cheque 
Received  Contribudons  D.  Branch 
Strike  Pay  Returned 


12. 
13- 

17- 
18. 
19. 
30. 


£ 

s. 

d. 

21 

10 

6 

510 

7 

6 

66 

0 

0 

20 

5 

3 

3" 

10 

0 

50 

15 

3 

5 

3 

0 

67 

10 

0 

20 

0 

0 

10 

0 

0 

54 

0 

0 

10 

10 

0 

17 

5 

0 

7 

5 

0 

Having  now  posted  these  transactions  to  the  Cash  Book, 
it  will  appear  as  on  page  133. 

It  will  be  seen  that  there  is  a  balance  of  £6,  ys.  6d.  in  the 
office  cash,  which  may  be  verified  by  counting  up  the  cash, 
and  a  balance  of  £485,  12s.  gd.  in  the  bank,  the  transactions 
of  the  month  being  summarised  b}^  the  monthly  statement 
on  page  134. 

Where  transfers  of  money  from  office  to  bank  or  from 
bank  to  office  take  place,  it  is  usual  to  enter  in  the  ledger 
folio  or  voucher  column  some  arbitrary  sign,  say  the  letter 
"  c  "  in  red  ink,  to  denote  this  fact. 

Exercises  on  Cash  Book  with  bank  column  to  be  worked  ; 
all  cash  received  paid  into  bank  same  day : 


Exercise  3 

Oct.    I.  Cash  on  Hand 
Cash  at  Bank 

Paid  Unemployment  Paj'  by  Cheque 
Paid  Unemployment  Pay  by  Cash 
Recei^•cd  Contributions  A.  Branch 
Received  Contributions  B.  Branch 
10.  Paid  Office  Expenses,  Cash 


4- 
7- 


[Contd 


£ 

s. 

d. 

.     ^6 

7 

6 

•  485 

12 

9 

•  45 

10 

0 

2 

10 

0 

•  27 

0 

0 

•  33 

10 

0 

•   3 

5 

0 

<i.  on  p.  135. 
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Exercise  3 — coniinued 

Oct.   12.  Paid  Strike  Pay  by  Clicque 
14.  Paid  Salaries  by  Cheque 
16.  Drew  from  Bank  for  Office  Cash 
14.  Paid  Caretaker  b}'  Cash     . 

18.  C.  Branch  paid  Contributions  into  our  Ac 
count  at  Bank        .... 

,,    Paid  Unemployment  Pa}'  by  Cheque 

19.  Received  Contributions  D.  Branch     . 
25.  Unemployment  Pay  Returned   . 
28.  Received  Contributions  E.  Branch 
31.  Paid  into  Bank  from  Office  Cash 


Ansiver 


-Cash  on  Hand 
Cash  at  Bank 


i 

s. 

d. 

■    31 

0 

0 

•    30 

5 

0 

•  15 

0 

0 

I 

10 

0 

•  5f> 

0 

0 

•  3(> 

0 

0 

.  18 

10 

0 

3 

10 

0 

.  28 

0 

0 

•   7 

T5 

0 

•  £6 

7 

6 

•  50  s 

2 

9 

Exercise  4 


Nov.  I.  Cash  on  Hand  .... 

,,    Cash  at  Bank  .... 

2.  Paid  Printing  Account  by  Cheque 

3.  Paid  Unemployment  Pay  by  Cheque 

4.  Paid  Unemployment  Pay  by  Cash 

5.  Received  Contributions  A.  Branch 
,,    Received  Contributions  B.  Branch 

Paid  Office  Expenses 

Bank  charged  Commission 

Bank  charged  for  Cheque  Book 

Paid  Strike  Pay  by  Cheque 

Paid  Salaries  by  Cheque 

Contributions  received  from  C.  Branch 

Drew  from  Bank  for  Office  Cash 

Paid  Unemployment  Pa^-  by  Cheque 

Received  Contributions  D.  Branch     . 

Strike  Pay  Returned 

Received  Contributions  E.  Branch 


8. 
II. 


14- 
16. 

17- 
18. 
20. 


24 


Ansiver.- 


-Cash  on  Hand 
Cash  at  Bank 


i 

s. 

d. 

.      6 

7 

6 

■  508 

2 

9 

•  17 

15 

0 

■  23 

0 

0 

3 

10 

0 

•  33 

0 

0 

•  35 

10 

0 

4 

10 

0 

2 

10 

0 

0 

15 

0 

.  28 

10 

0 

•  35 

0 

0 

•  33 

0 

0 

.  10 

0 

0 

.  28 

10 

0 

•  iQ 

5 

0 

5 

2 

0 

.  26 

0 

0 

•  £S 

7 

6 

•  513 

19 

9 
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BALANCING    BANK    COLUMNS 

The  debit  bank  column  should,  be  an  exact  copy  of  one 
side  of  the  Bank  Pass  Book,  and  the  credit  bank  column 
should  be  an  exact  copy  of  the  other,  or  cheque  side  of  the 
Bank  Pass  Book.  An  unpresented  or  dishonoured  cheque 
would  of  course  cause  a  disagreement  between  the  balances 
of  the  two  books,  as  also  would  bank  charges,  or  interest. 
In  the  case  of  the  bank  debiting  you  with  bank  charges,  the 
amount  must  be  entered  in  the  bank  column  on  the  credit 

side  of  the  Cash  Book — "  By  Bank  Charges,  £ "     On 

the  bank  allowing,  or  crediting  you  with  interest,  the  entry 

would  be — "  To  Interest,  £ "  in  the  bank  column  on 

the  debit  side. 

Your  Bank  Pass  Book  should  always  either  agree  or  be 
made  to  agree  with  your  Cash  Book.  If  the  balances  of  the 
two  books  do  not  agree,  a  reconciliation  statement  should 
then  be  made  out. 

Before  commencing  your  reconciliation  statement,  par- 
ticulars of  all  the  cheques  issued  since  the  last  statement 
should  be  written  down  on  a  sheet  or  in  a  book  kept  for  the 
purpose. 

Reference  should  then  be  made  to  the  Bank  Pass  Book, 
which  will  show  tlie  cheques  that  have  been  presented  and 
met  at  the  bank  ;  they  should  be  ticked  off  on  the  sheet 
which  you  have  prepared  until  all  in  the  Pass  Book  have 
been  dealt  with.  There  will  probably  be  some  remaining 
unticked  ;  these  are  cheques  that  have  not  been  presented, 
but  you  will  have  entered  them  as  expenditure  items  in  your 
accounts  and  have  got  vouchers  for  the  payments. 

Now,  obviously  you  cannot  have  these  items  of  expenditure 
in  your  accounts  and  at  the  same  time  have  the  money  in 
your  current  account,  so  that  the  total  of  the  unticked 
cheques  on  your  sheets  must  be  deducted  from  your  balance 
as  shown  by  the  Pass  Book  ;  you  will  then  have  the  correct 
amount  which  will  be  to  your  credit  at  the  bank  when  these 
cheques  are  presented  and  paid. 

Likewise,  on  the  other  side  of  the  account,  you  may  have 
paid  in  some  cheques  which  have  not  yet  been  credited  to 
you  ;  these  must  be  added  to  the  Pass  Book  balance  and 
then  the  true  state  of  affairs  will  be  shown.  In  the  example 
of  the  reconciliation  statement  here  given,  there  is  one  unpre- 
sented cheque,  that  for  £io,  los.,  and  the  last  two  amounts 
paid  in  have  not  been  credited — viz.  £17,  5=.  and  £y,  5s. 

The  Bank  Pass  Book  shows  a  balance  of  £471,  12s.  gd.. 
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which  is  made    to  agree  with  the  Cash  Book  balance  as 
follows  : — 

Bank  Reconciliation  Statement 


19— 

Sept.  30     Pass  Book  Balance 

Less  Cheque  not  presented 


£ 
17 

7 

s. 

5 
5 

d. 

0 
0 

£ 
471 

10 
461 

24 

s. 

12 
10 

2 
10 

d. 
9 

0 

9 
0 

485 

12 

9 

Plus  Amounts  paid  in  hut 
not  3'et  credited    . 


Balance  as  per  Cash  Book  . 


The  foregoing  forms  of  Cash  Books  having  been  mastered 
by  the  student,  we  may  proceed  to  the  third,  which  will  be 
the  last  previous  to  negotiating  the  working  of  the  book  to  be 
actually  used.  In  the  third  are  introduced  a  second  bank 
deposit  account  and  a  second  current  account.  By  working 
the  following  exercise  and  comparing  with  example  given, 
and  then  working  the  subsequent  exercises,  a  thorough  grasp 
of  the  principles  of  the  book  should  be  acquired. 

We  now  come  to  deal  with  the  deposit  accounts  gener- 
ally which  are  common  to  several  of  the  banks  we  deal 
with.  How  do  these  banks  get  their  deposits  from  us,  and 
what  is  the  mode  of  procedure  ?  Assuming  now  that  the 
amount  in  the  current  account  or  accounts  has  risen  to  an 
extent  more  than  sufficient  to  meet  any  likely  contingency, 
it  is  unwise  to  let  the  surplus  remain  there,  for  the  interest 
paid  is  generally  much  below  that  paid  on  deposit  accounts, 
seeing  that  these  accounts  require  a  certain  amount  of 
notice  before  withdrawal  can  take  place,  and  the  current 
accounts  are  payable  on  demand.  In  order  to  transfer  the 
surplus  from  the  current  account  to  the  deposit  account  of 
the  same  bank  it  is  only  necessary  to  make  out  a  cheque 
on  the  current  account  in  favour  of  the  deposit  account,  so 
that  to  the  bank  concerned  it  is  merely  a  matter  of  book 
entries,  and  therefore  there  will  be  no  commission  incurred 
on  the  cheque  transaction.  The  cheque  having  been  made 
out  in  this  way,  and  paid  into  the  deposit  account,  it  is  now 
necessary  to  enter  on  the  credit  side  of  the  current  account 
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of  the  bank  concerned  the  amount  transferred,  and  on  the 
debit  side  of  the  deposit  account  the  same  amount.  The 
entry   on  the  credit  side  will  be — "  By  Deposit  Account, 

£ ,"   and  on  the  debit  side — "  To  Current  Account, 

£ ,"  following  the  rule  of  "debit  the  account  which 

receives,  and  credit  the  account  which  gives."  As  before, 
all  cash  received  is  banked  the  same  day. 

We  have  still  another  contingency  to  provide  for,  and 
that  is  the  reverse  of  the  transaction  whereby  we  transferred 
a  surplus  amount  from  the  current  account  to  the  deposit 
account.  It  may  happen  that  owing  to  a  large  demand  upon 
the  funds,  say,  for  the  payment  of  strike  pay  or  unemploy- 
ment pay,  the  current  accounts  become  depleted,  with  little 
prospects  of  being  replenished  by  the  ordinary  payments- 
in  for  some  time.  In  this  case  we  shall  have  to  withdraw 
from  our  deposit  account  or  accounts,  and  pay  into  the 
current  accounts.  The  entries  involved  in  this  transaction 
are  as  follows  : — In  column  2  of  the  credit  side — "  By  Current 

Account Bank,  £ ,"  the  amount  being  placed  in  the 

deposit  account  column  appropriate  to  the  bank  from  which 
we  withdraw  it,  either  in  b  or  8.     Turning  to  the  debit  side, 

we  enter  —  "To  Deposit  Account Bank,  £ ,"  and 

the  amount  is  entered  in  the  current  account  column  of  the 
bank  to  which  it  is  transferred.  The  red  sign  should  be 
made  in  the  folio  columns  to  indicate  that  it  is  merely  a 
transfer — see  transaction  "  Sept  8.  Transferred  from  Parr's 
Deposit  Account  to  Parr's  Current  Account,  £yoo,"  in  Cash 
Book  (page  141). 


[Transactions 
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Transactions  to  be  entered  in  the  Cash  Book 


Sept.  I.  Balances —  .... 

Parr's  Bank  Deposit  Account 
Parr's  Bank  Current  Account 
C.W.S.  Bank  Deposit  Account 
C.W.S.  Bank  Current  Account 

,,      I.  Office  Cash  .... 

,,      2.  Received  Contributions  A.  Branch 

,,      ,,    Received  Contributions  B.  Branch 

Paid  into  C.W.S.  Current  Account 

,,     3.  Received  Contributions  C.  Branch 
Paid  into  Parr's  Current  Account 

,,      4.  Received  Contributions  D.  Branch 

,,      ,,    Received  Contributions  E.  Branch 
Paid  into  Parr's  Current  Account 

,,     5.  Contributions   paid  into  Parr's  Deposit 
Account  by  F.  Branch 

,,     7.  Unemployment      Pay      Parr's      Bank 
cheque    ..... 

,,      8.  Transferred  from  Parr's  Deposit  Account 
to  Parr's  Current  Account 

,,     9.  Strike  Pay,  C.W.S.  Cheque  . 

,,    10.  Transferred   from   C.W.S.    Deposit   Ac 
count  to  C.W.S.  Current  Account 

,,    II.  Paid  Salaries  of  Clerks,  Office  Cash 

,,    12.  Drew  Cheque  on  Parr's  Current  Account 
for  Office  Cash  .... 

,,    13.  Received  Cheque  for   Interest  on,   and 
Instalment     of     Loan- — Newborough 
Corporation  (Interest  £100) 
Paid  into  C.W.S.  Current  Account 

,,    14.  Transferred  from  C.W.S.    Current    Ac- 
count to  Deposit  Account  C.W.S. 

,,   30.  Bank  Charges^ — ■ 

Parr's          .          .          .          .          . 
C.W.S 

,,      ,,    Interest  on  C.W.S.  Current  Account 

,,     ,,    Interest  on  Parr's  Current  Account 


6'.   d. 


10,000 

0 

0 

(joo 

0 

0 

15,000 

0 

0 

800 

0 

0 

70 

0 

0 

70 

0 

0 

80 

0 

0 

80 

0 

0 

100 

0 

0 

90 
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0 
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0 
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We  ascertain  from  this  Cash  Book  that  there  is  in  the 
office  £60  ;  in  Parr's  Bank  Current  Account,  £1047,  los. ; 
Deposit  Account,  ;£9395  ;  while  the  C.W.S.  Bank  Current 
Account  has  £1407,  los.,  and  the  Deposit  Account,  £15,550, 
to  its  credit. 

The  two  items  of  interest  on  the  debit  side  are  accounted 
for  by  the  banks  having  credited  us  with  interest  on  the 
outstanding  balances  in  the  current  accounts,  while  on  the 
credit  side  the  bank  charges  recorded  are  amounts  debited 
by  the  banks  as  commission  on  cheque  transactions.  These 
transactions  in  the  form  of  a  monthly  statement  will  appear 
as  on  page  143. 


Oct.   I. 


.,  5- 

I  >  )5 

„  6. 

,,  8. 

,,  9- 

,,  10. 

,,  II. 

,,  12. 

„  13- 

„  14- 

„  16. 


Exercise  5 

Balances — 

Office  Cash    .  .  .  . 

Parr's  Bank  Deposit  Account    .  .     9 

Parr's  Bank  Current  Account    .  .     i 

C.W.S.  Bank  Deposit  Account  .   15 

C.W.S.  Bank  Current  Account  .     i 

Received  Contributions  A.  Branch 
Received  Contributions  B.  Branch 

Paid  into  C.W.S.  Current  Account 
Received  Contributions  C.  Branch 

Paid  into  Parr's  Bank  Current  Account 
Received  Contributions  D.  Branch 
Received  Contributions  E.  Branch 

Paid  into  Parr's  Bank  Current  Account 
Contributions    paid    into    Parr's    Bank 

Deposit  Account  by  F.  Branch    . 
Paid   Unemployment  Pay  Parr's  Bank 

Cheque     ..... 
Paid  Strike  Pay  C.W.S.  Bank,  Cheque 
Paid  Unemployment  Pay  by  Cash 
Paid  Office  Expenses     . 
Transferred  from  C.W.S.  Deposit  Account 

to  C.W.S.  Current  Account 
Drew  from  Parr's  Current  Account  for 

Office  Cash         .... 
Paid  Salaries  of  Clerks  and  Caretaker  in 

Cash  ..... 

Unemployment  Pay  Returned 
Strike  Pay  Returned     . 
Contributions  received  from  F.  Branch 

Paid  into  Parr's  Bank  Current  Account 

[Conid 


Oo  o  o 

.395  u  o 

,047  10  o 

.55*'  u  o 

,407  10  o 

75  o  o 

83  o  o 

79  O  0 

105  O  O 

y8  0  o 


93     o  o 

450     o  o 

350     O  O 

4  15  o 

10     5  o 

450     o  o 

25     o  o 

35     o  o 

10    5  o 

9  15  o 

73    o  o 

93    0  o 
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Exercise  5 — continued 


Oct.  i6.  Received  Cheque  for  Interest  on  Loan  to 
Longford  Corporation,  less  Income  Tax 
Paid  into  Parr's  Bank  Current  Account 

Transferred  from  Parr's  Bank  Current 
Account  to  Parr's  Bank  Deposit 
Account 

Bank  Charges,  Parr's  Bank     . 

Bank  Charges,  C.W.S.  Bank  . 

Cheque  Book,  Parr's  Bank 

Cheque  Book,  C.W.S.  Bank    . 

Interest  on  C.W.S.  Current  Account 

Interest  on  Parr's  Current  Account 


,,     10. 


20. 


700       O      O 


00 

0 

0 

3 

10 

0 

3 

5 

0 

I 

0 

o 

I 

0 

0 

13 

o 

o 

15 

0 

0 

Ansivey. — Balances — Ofhcc  Cash,  £-^$  ;  Parr's  Bank  Deposit 
Account,  £10,488  ;  Current  Account,  £6^8  ;  C.W.S.  Deposit 
Account,  /i5,ioo  ;   Current  Account,  £1676,  5s. 


Nov.  I. 


9- 
II. 
12. 
13. 

14 


Exercise  6 

Balances — 

Office  Cash      .... 
Parr's  Bank  Deposit  Account    . 
Parr's  Bank  Current  Account    . 
C.W.S.  Bank  Deposit  Account 
C.W.S.  Bank  Current  Account 
Received  Contributions  A.  Branch 
Received  Contributions  B.  Branch 

Paid  into  Parr's  Current  Account 
Received  Contributions  C.  Branch 

Paid  into  C.W.S.  Current  Account 
Received  Contributions  D.  Branch 
Received  Contributions  E.  Branch 

Paid  into  Parr's  Current  Account 
Contributions  paid  into  C.W.S.  Deposit 

Account  by  F.  Branch 
Paid  Unemployment  Pay,  Cheque  C.W.S 

Bank         ..... 
Paid  Strike  Pay,  Cheque  C.W.S.  Bank 
Paid  Unemployment  Pay  by  Cash 
Paid  Office  Expenses     . 
Transferred       from       C.W.S.       Deposit 

Account  to  C.W.S.  Current  Account 
Drew  from  C.W.S.  Current  Account  for 

Office  Cash       .... 


£ 


74 


d. 


35  o  o 

10,488  o  o 

63S  o  o 

15,100  o  o 

1 ,676  5  o 

73  <^  o 

85  0  o 


o     o 


lOI      o  o 

74     o  o 

loi     5  o 

370  10  o 

330    o  o 

3  10  o 

9  15  o 

500     O  0 

40    o  o 


Nov, 
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Exercise  0 — conlimicd 

i 

s.    d. 

15- 

Paid  Salaries  of  Clerks  and  Caretakers 

in  Cash     ...... 

35 

0     0 

J , 

National  Health  Insurance  Stamps,  Cash 

3 

3     0 

i6. 

Unemployment  Pay  Returned 

9 

10     0 

J , 

Strike  Pav  Returned     .... 

« 

15     0 

J  J 

Contributions  received  from  G.  Branch    . 

72 

0     0 

,, 

Paid  into  Parr's  Current  Account    . 

90 

5     0 

17.  Received    Cheque,  Inland    Revenue   for 

Income  Tax  reclaimed         .  .  .        600     o     0 

,,    Received   Cheque   Board   of   Trade    Un- 
employment     Pay     returned      under 
Section  106,  N.H.I.  Act 
,,    Paid  into  C.W.S.  Current  Account 

18.  Transferred  from  Parr's  Current  Account 

to  Parr's  Deposit  iVccount 
20.  Paid  Printing  Account  by  Cheque  C.W.S. 
Paid   Account    for   Hire    of   Motors   for 

month,  C.\\'.S.  Current  Account  .  2=;     o     o 


300 

0 

0 

900 

0 

0 

,000 

0 

0 

50 

0 

0 

^D 


Answer.- — Balances — Cash,  £2'^,  12s.  ;  Parr's  Deposit  Account, 
£11,488  ;  Current  Account,  ;£6i,  5s.  ;  C.W.S.  Deposit  Account, 
/i4,70T,  5s.  ;   Current  Account,  £2334,  15s. 

Having  successfully  disposed  of  this  form  of  Cash  Book, 
we  are  faced  with  the  task  of  entering  up  imaginary  trans- 
actions over  a  month  in  the  Cash  Book,  which  is  here  designed 
to  meet  the  full  requirements  of  a  Trade  Union.  If  correctly 
worked,  the  balances  at  the  end  of  the  month  in  the  Office, 
Current  and  Deposit  Accounts  will  be  shown,  and  by  the  use 
of  the  analysis  columns  the  totals  of  each  item  of  receipts  and 
expenditure  for  the  month  may  be  seen  at  a  glance,  so  that 
the  preparation  of  the  monthly  statement  is  an  eas}^  matter. 

Before  attempting  the  use  of  this  book,  it  would  be  well 
to  first  look  into  the  principle  of  the  Tabular  System  of 
Book-keeping.  The  following  illustration  will  make  the 
principle  clear  : — 


d. 


Tota 
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A 

B 

c 

D 

E 

/ 

s. 

d. 

I 

s. 

d. 

I 

s. 

d. 

£ 

s. 

d. 

£ 

s. 

d. 

£    s 

I. 

I  ^'5 

0 

0 

35 
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0 

30 
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0 

25 

0 

0 

20 

0 

0 

15     c 

2. 

148 
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0 

45 

0 

0 

40 

0 

0 

35 

0 

0 

15 

0 

0 

13    ( 

3- 

171 

0 

0 

55 

0 

0 

50 

0 

0 

45 

0 

0 

10 

0 

0 

1 1     ( 

4- 

194 

0 

0 

65 

0 

0 

60 

0 

0 

55 

0 

0 

5 

0 

0 

9     (■ 

s. 

217 

0 

0 

75 

0 

0 

70 

0 

n 

65 

0 

0 

7     c 

6. 

245 

0 

0 

85 

0 

0 

80 

0 

0 

75 

0 

0 

5     ' 

Total 

1 100 
T 

0 

0 

360 

0 

0 

330 

0 

0 

300 

0 

0 

50 

0 

0 

60 
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No.  I  may  be  taken  as  being  the  total  amount  received  or 
paid  for  the  day,  which  is  made  up  of  the  amounts  under  the 
various  headings,  A,  B,  C,  D,  and  E,  which,  if  cast  across, 
will  equal  the  total — £125 — and  so  on  to  item  No.  6. 

It  will  be  seen  that  when  the  totals  of  columns  A,  B,  C,  D, 
and  E  are  added  together  they  will  agree  with  the  "Total" 
column ;  thus  they  prove  each  other.  Should  any  error 
creep  in,  either  in  casting  up  or  in  dividing  up  the  "  total  " 
entry  into  its  various  headings,  it  will  reveal  itself  readily. 

In  order  to  explain  the  use  of  this  Cash  Book  I  have 
numbered  the  columns,  so  that  the  following  instructions 
will  make  clear  the  use  of  them : — 

At  the  extreme  right  of  column  3  might  be  inserted  after 
the  proper  entry  a  letter  indicating  in  what  form  the  cash 
was  received ;  for  instance,  M.  meaning  Money  Order,  might 
be  written  for  Post  Office  Order ;  P.  for  Postal  Order  ; 
C.  for  Cheque  ;  B.  for  Bank  of  England  Notes,  and  R.  for 
Bank  Receipts.  These  little  precautions  are  sometimes  very 
valuable  when  it  is  necessary  to  traverse  the  ground  again 
in  tracing  errors,  and  I  have  found  it  to  be  important  to 
know  how  a  particular  branch  has  forwarded  its  money  on  a 
certain  date  in  the  case  of  defalcation  of  treasurer. 

LOOSE  LEAF  SYSTEM  OF  BOOKS 

A  very  useful  device  in  connection  with  books  of  account  is 
that  known  as  the  Loose  Leaf  System.  Onty  one  permanent 
binder  is  necessary  for  each  class  of  book.  Sheets  of  the 
desired  size  and  ruling  are  procured,  and  are  inserted  in  the 
binding  and  held  firm  by  means  of  a  mechanical  device. 
They  are  so  punched  as  to  fit  the  special  attachment  in  the 
binding.  When  the  accounting  period  is  ended,  the  sheets 
may  be  taken  out  of  the  binding  and  strong  manila  sheets 
attached  back  and  front,  and  stored  away  :  thus,  each 
year's  accounts,  or  any  other  particulars  for  which  the  book 
is  kept,  are  kept  separate,  which  obviates  the  necessity  of 
handling  heavy  and  bulky  volumes,  there  being  only  live 
matter  to  contend  with.  For  the  purpose  of  the  Cash  Book 
with  the  analysis  columns  here  designed,  the  loose  leaf 
system  is  very  appropriate. 

RECEIPTS    OR    DEBIT   SIDE 

The  first  three  columns  have  already  been  explained. 
Column  4. — In  order  to  carry  out  the  principle  of  the 
Tabular  System,   as  already  explained,   the   total   sum  of 
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money  receh-ed,  no  matter  in  what  form,  should  be  first 
entered  in  this  column.  This  also  applies  to  the  same 
column  on  the  credit  side  ;  all  payments  must  be  first  entered 
there.  But  in  entering  transfers  of  cash  from  office  to 
bank,  or  from  bank  to  office,  or  from  current  account  to 
deposit  account,  or  vice  versa,  it  is  not  necessary  to  first 
enter  the  amounts  in  this  column. 

Column  5. — This  is  for  entry  of  all  cash  received.  By 
cash  we  mean  anything  that  is  either  actual  cash  or  repre- 
sentative of  it,  such  as  Cheques,  Post  Office  Orders,  Bank 
of  England  Notes  ;  but  Bank  Receipts  will  not  be  entered 
here,  that  is,  receipts  received  from  branches  which  pay  their 
money  direct  to  a  branch  of  the  bank  we  deposit  with 
instead  of  sending  us  cash,  as  just  enumerated.  (These 
Bank  Receipts  will  be  dealt  with  later. ) 

Now  these  cash  receipts  should  on  no  account  be  cashed 
or  used  to  pay  expenses  with  ;  they  should  be  banked  daity 
just  as  they  are  received.  In  this  way  each  day's  receipts 
m.ay  be  traced  to  the  Union's  account  in  the  bank  in  case  of 
need,  and  the  total  payments  into  the  bank  for  the  month 
or  any  other  period  will  just  equal  the  amount  of  the  total 
column. 

When  the  total  receipts  in  cash  for  the  dav  have  been 
duly  entered  in  columns  4  and  5,  they  should  then  be  entered 
in  the  same  order  on  the  paying-in  slip  of  the  bank,  and  paid 
into  the  current  account  of  whichever  bank  it  is  intended 
they  should  be  paid  into.  If  the  entries  are  too  numerous 
to  be  got  on  one  slip,  the  total  of  the  first  should  be  carried 
forward  to  the  second,  and  so  on.  In  this  way  the  final 
total  for  the  day  will  agree  with  the  amounts  entered  in  the 
cash  column  for  that  clay,  and  this  will  prevent  any  errors 
arising  between  the  amounts  recei\'ed  and  those  banked. 

The  total  payments  into  the  bank  for  the  day  may  either 
be  entered  in  the  Waste  Book,  and  afterwards  posted  to  the 
Cash  Book,  or  may  be  taken  direct  to  the  Cash  Book. 

Now,  seeing  that  there  will  be  cash  received  from  all  the 
branches  each  month,  after  leaving  the  first  line  of  the  Cash 
Book  for  the  balance  brought  forward,  the  names  of  the 
branches  will  be  printed,  in  the  order  in  which  they  are 
usually  arranged  in  the  office,  perhaps  by  number,  or  alpha- 
betically. In  this  way  it  is  easier  to  refer  to  the  amount 
sent  by  any  branch,  and  also  to  ascertain  which  branches,  if 
any,  have  failed  to  remit  their  contributions  by  the  specified 
time. 

It  will  be  obvious  that,   if  this  course  is    followed,   the 
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entries  in  the  Cash  Book  on  any  one  day  will  not  necessarily 
be  in  consecutive  order,  as  it  is  not  expected  that  all  the 
branches  will  send  their  money  on  the  same  day ;  conse- 
quently, in  order  to  find  the  individual  items  making  up  the 
day's  bank  deposits,  the  dates  will  have  to  be  referred  to. 
But  on  referring  to  the  Waste  Book  these  items  could 
be  ascertained  quite  readily,  because  in  that  book  they 
are  entered  in  chronological  order  and  each  day's  entries 
ruled  off. 

Some  of  the  branches,  where  there  is  a  branch  of  the  bank 
which  the  office  deals  with,  close  at  hand,  will  pay  in  their 
amounts  due  to  Headquarters  at  these  branches,  so  that  it  will 
not  be  necessary  to  transmit  them  through  the  post,  thus  sav- 
ing the  cost  of  transmission.  These  amounts  may  probabh', 
by  arrangement  with  the  bank,  be  credited  to  the  deposit 
account,  and  not  to  the  current  account.  In  such  cases, 
after  entering  the  particulars  as  usual,  and  the  total  sum  in 
the  total  amount  column,  the  amount  will  be  entered  on 
the  debit  side  of  the  Cash  Book  in  the  deposit  account 
column  of  the  receiving  bank,  and  these  transactions  are 
then  completed.  Of  course,  if  these  amounts  so  paid  are  to 
be  debited  to  the  current  account,  then  they  will  be  taken  to 
that  column. 

ANALYSIS    OF   RECEIPTS 

The  analysis  commences  at  column  12  on  both  credit  and 
debit  side.  In  dealing  with  the  contributions  it  is  assumed, 
for  the  present,  that  the  branches  deduct  from  the  total 
amount  of  contributions  collected,  their  local  expenditure 
incurred  in  the  conduct  of  the  branch,  and  when  trans- 
mitting their  money  to  Headquarters  will  make  out  a  state- 
ment of  receipts  and  expenditure  for  the  period,  in  prescribed 
form,  giving  the  expenses  incurred,  in  detail,  and  showing 
the  amount  of  cash  due  to  Headquarters.  These  expenses 
will  be  entered  in  column  12.  The  next  item  comes  under 
the  head  of  "  Old  Age  Pay."  Many  Unions  now  have  a 
superannuation  benefit,  which  is  granted  to  their  aged 
members  on  attaining  a  certain  age — generally  about  sixty. 
Of  course  it  is  generally  contingent  upon  a  stipulated  length 
of  membership,  but  this  is  a  matter  for  the  Rules  to  deal 
with.  In  this  case  it  is  disbursed  to  the  approved  members 
by  the  local  branch  treasurers,  and  is  therefore  deducted 
from  the  total  amount  remaining  to  be  sent  to  Headquarters 
after  payment  of  expenses,  the  receipts  for  this  money  so 
disbursed  being  accepted   by  Headquarters  as  equivalent 
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to  cash.  If  this  arrangement  is  in  vogue,  the  amount 
of  money  so  paid  out  as  Old  Age  Pay  will  be  entered  in 
column  13. 

ColiDiin  14. — This  will  then  contain  the  actual  amount 
sent  to  Headquarters  in  cash  or  paid  into  its  account  at  the 
bank.  It  will  be  seen  that  the  total  of  these  three  columns 
will  give  the  actual  amount  of  contributions  received  from 
the  members. 

In  the  case  of  the  first  entry  in  Cash  Book  here  shown, 
it  will  be  seen  that  Branch  A.  has  remitted  in  two  payments 
the  sum  of  £140.  In  column  12  we  have  entered  £4,  los., 
being  the  amount  of  the  branch  expenditure  for  the  month 
as  stated  on  the  return  form  sent  by  the  branch  ;  in  column 
13  we  find  £^  entered,  being  the  amount  disbursed  to  Old 
Age  members  by  the  branch,  the  receipts  for  which  accom- 
pany the  cash.  In  column  14  is  entered  the  amount  of  cash 
actually  received,  the  three  amounts^ — £i47'  los.- — making 
up  the  total  cash  collected  by  the  branch  from  its  members. 

Column  15 — Rents.- — This  column  is  inserted  where  the 
Union  has  property  from  which  it  draws  revenue  in  the 
shape  of  rents.  It  may  be  for  the  convenience  of  the  ofiicials 
to  reside  in,  or  for  its  aged  members,  or  even  as  an  ordinary 
investment. 

Column  16 — Unemployment  Pay  Returned. — This  is  a 
column  which  is  really  necessary,  for  although  where  claims 
for  repayment  are  made  under  section  106  ^  of  the  National 
Insurance  Act  the  Employment  Department  of  the  Board 
of  Trade  insists  upon  periodical  roll  calls  of  the  members 
unemployed  when  there  are  stoppages  of  large  numbers  of 
men,  and  upon  the  production  of  vacant  tickets  in  the  case  of 
individuals  being  out  of  work,  it  often  arises  that  through 
misunderstanding,  or  the  roll  call  being  improperly  marked, 
money  will  have  been  obtained  from  Headquarters  for  the 
payment  of  men  who  have  not  been  unemployed,  or  who 
have  returned  to  work  before  the  end  of  the  stoppage 
without  the  knowledge  of  the  branch  ofiicials  responsible  for 
the  compilation  of  the  sheets.  In  other  cases,  where  an 
amount  is  paid  for  each  child  not  at  work,  the  number  of 
children  may  have  been  overstated,  and  the  excess  amount 
has  to  be  returned  to  the  office.  If  the  money  is  entered  in 
this  way,  it  is  only  necessary  to  deduct  the  amount  from 

1  Since  writing,  the  repayments  under  section  io6  of  the  National  Health  Insur- 
ance Act  have  been  discontinued  on  account  ol  the  operation  of  the  Unemployment 
Act,  1920,  but  where  the  Union  works  the  Unemployment  Act  similar  evidence 
of  unemployment  will  have  to  be  furnished. 
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the  item  "  Unemployment  Pay  "  which  appears  on  the 
credit  side,  and  you  have  the  actual  amount  disbursed  for 
the  period  under  observation. 

Column  17. — The  same  remarks  apply  here  as  to  the 
entries  in  column  16. 

Column  18 — Investments. — In  the  case  of  the  Union 
having  invested  funds,  with  Corporations  or  other  public 
bodies,  this  column  is  for  the  amounts  of  principal  that  are 
repaid,  generally  half-yearly,  as  the  interest  is  paid.  The 
totals  of  this  column,  if  deducted  from  the  amount  of  the 
outstanding  loans  at  the  commencement  of  the  period,  will 
give. the  actual  amount  of  the  loans  at  the  date  the  totals  are 
extracted. 

Columns  19  and  20. — There  will  be  interest  received  on  these 
loans  periodically,  from  which  will  have  been  deducted 
Income  Tax  at  the  prevailing  rate  on  unearned  income,  and 
although  this  Income  Tax  is  really  a  payment,  and  should 
therefore  appear  on  the  credit  side  of  the  Cash  Book,  it  is 
really  necessary  to  show  it  here  in  conjunction  with  the 
interest  actually  received,  as  together,  the  amounts  make  up 
the  total  amount  of  interest  actually  earned,  which  amount 
may  be  compared  with  the  Schedule  attached  to  the  terms 
of  the  loan  or  with  the  In\  estment  Ledger  for  verification. 

Column  21. — Where  the  Union  has  invested  funds,  and 
consequently  has  had  Income  Tax  on  the  interest  deducted, 
it  may  reclaim  it,  or  some  portion  of  it,  which  is  dependent 
upon  the  amount  of  Provident  Benefits  it  pays.  Where  this 
amount  equals  the  amount  of  interest  received  from  invest- 
ments, the  whole  of  the  Income  Tax  may  be  reclaimed, 
subject  to  certain  provisions  of  the  Finance  Act  as  to  the 
amount  per  annum  to  be  paid  to  any  individual.  But  where 
the  Provident  Benefits  do  not  equal  the  amount  of  interest 
received,  only  the  tax  on  the  amount  paid  in  such  benefits 
can  be  reclaimed,  the  remainder  being  lost.  The  amounts 
thus  received  from  the  Inland  Revenue  Authorities  are 
entered  in  this  column. 

Column  22. — Under  section  106^  of  the  National  Health 
Insurance  Act  may  be  recovered  an  agreed  portion  of  the 
amount  paid  as  Umemployment  Pay- — at  present  one-sixth, 
if  the  conditions  governing  the  repayment  are  complied 
with.  These  amounts  would  be  carried  to  column  22  as 
received. 

Column  27 — Amounts  not  Itemised. — It  will  be  seen  that 
in  order  to  make  the  total  column  of  receipts — No.  4 — agree 

1  See  note  at  bottom  of  previous  page. 
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with  the  totals  of  the  analysis  columns  it  will  be  necessary 
to  insert  all  amounts  not  alread}^  itemised,  in  column  27 ;  if 
the  analysis  has  been  correctly  carried  out  they  will  then 
agree.  Of  course  any  of  the  columns  not  applicable  to  a 
particular  Union's  accounts  may  be  excluded,  whilst  others 
may  be  added  where  necessary. 

It  must  be  understood  that  in  arriving  at  a  balance  we 
must  leave  out  of  account  column  20,  "  Income  Tax,"  as 
only  the  amount  of  interest  actually  received  was  entered  in 
column  4,  and  therefore  the  Income  Tax  column  total  has 
no  place  in  this  balancing  to  test  the  accuracy  of  our  analysis. 
It  will  be  also  necessary  to  exclude  the  totals  of  columns  12 
and  13,  as  these  items  were  not  entered  in  column  4  because 
they  formed  no  part  of  the  amount  received. 

CREDIT    SIDE 

Turning  to  the  credit  side  of  the  book,  it  will  be  noticed 
that  the  narrow  column,  No.  2,  is  to  be  used  for  the 
voucher  numbers,  to  facilitate  reference  to  them  where 
necessary.  After  entering  the  particulars  of  the  payment 
in  column  3,  the  total  amount  will  be  entered  in  column  4. 
As  we  are  adopting  the  principle  of  making  all  pa3anents 
recorded  in  this  book  by  cheque,  other  than  those  up  to  £10 
made  to  the  branches,  we  shall  have  no  use  for  column  5 
beyond  that  described  in  paying  moneys  into  the  bank  and 
the  small  payments  to  the  branches  mentioned. 

We  will  assume,  as  the  first  payment,  that  it  is  a  large 
amount  of  Unemployment  Pay.  After  ascertaining  the 
amount,  we  make  a  cheque  out  on  one  of  the  banks  with 
which  we  have  a  current  account.  For  the  sake  of  ex- 
planation, we  will  consider  that  it  is  Parr's  Bank.  The 
name  of  the  branch  to  which  we  are  paying  the  money  and 
the  nature  of  the  payment  will  be  entered  in  column  3,  and 
the  amount  first  of  all  in  column  4,  and  then  in  column  6, 
which  is  the  current  account  column  of  the  bank. 

All  payments  will  be  made  in  this  way  except  petty  cash 
payments  and  those  enumerated  above.  For  the  petty 
cash  payments  we  shall  have  a  petty  cash  book,  which 
may  be  kept  by  a  junior  clerk,  if  such  is  provided,  or  by  the 
person  keeping  the  other  books.  This  book  will  be  kept  on 
what  is  known  as  the  Imprest  System.  At  the  commence- 
ment an  agreed  sum  is  handed  over  to  the  person  disbursing 
these  petty  payments,  such  as  stamps,  telegrams,  string, 
parcels,  etc.     This  will  be  entered  "  By  Petty  Cash  "   in 
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column  3,  and  then  in  column  4,  finally  being  entered  in 
column  6  or  8,  according  to  the  bank  it  is  being  made  upon. 
A  full  illustration  of  the  working  and  ruling  of  the  Petty 
Cash  Book  is  given  later. 


CREDIT   SIDE    ANALYSIS 

Column  12 — Unemplovmcnt  Pay. —  This  is  the  first 
column  of  the  analysis  of  the  payments.  All  Unemployment 
Pay  will  be  entered  here  as  actually  paid  away  ;  whether  any 
is  returned  does  not  affect  these  entries. 

Column  13 — Victim  or  Strike  Pay. — This  column  is 
treated  similarly  to  column  12,  as  are  all  columns  up  to  19. 

Column  20 — Petty  Cash. — As  cheques  are  made  out  and 
handed  to  the  person  keeping  the  Petty  Cash  Book,  the 
amounts  will  be  carried  to  this  column.  The  Petty  Cash 
Book  will  contain  an  analysis  of  these  pr.ymcnts,  from  which 
source  the  totals  will  be  taken  when  preparing  the  monthly 
or  yearly  account  of  such  items. 

We  may  proceed  until  reaching  column  24.  In  the  case 
of  the  Union  being  a  unit  of  a  National  Federation  which 
administers  a  Political  Fund  levy,  the  amount  will  be  for- 
warded to  that  body  and  will  be  taken  to  this  column ;  but 
it  may  be  that  it  will  run  its  own  Political  Fund,  when  these 
amounts  would  still  appear  in  this  column,  but  would  be 
transferred  to  a  separate  account,  known  as  the  Political 
Fund  Account,  which  would  be  kept  quite  apart  from  its 
industrial  accounts  (see  page  178).  Even  in  the  case  of  the 
NatioTial  Federation  working  the  Political  Fund  it  is  most 
likely  that  some  portion  of  the  sum  contributed  would  be 
retained  by  the  Union  out  of  the  total  amount,  for  local 
administration.  This  would  be  simply  handed  over  to 
that  fund  ;  but  when  we  have  recorded  such  payment  on 
the  credit  side  of  our  Cash  Book,  and  under  its  appropriate 
analysis  column,  we  have  finished  with  it  as  a  transaction 
that  affects  the  industrial  side  of  the  Union. 

Column  25. — In  the  event  of  the  Union  being  a  unit  of  a 
National  Federation  it  will  be  called  upon  to  make  periodical 
payments  for  the  upkeep  of  the  machinery  of  that  body, 
and  these  will  be  carried  to  column  25. 

Column  27 — Amounts  not  Itemised. — The  same  explana- 
tion given  in  the  case  of  column  22  of  the  debit  side  is 
applicable  here.  All  those  payments  not  already  allocated 
to  appropriate  columns  are  entered  here.  We  may  now 
proceed  to  test  the  accuracy  of  our  entries.     The  total  of 
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column  4  should  be  equal  to  the  totals  of  columns  12  to  37 
inclusive.  If  they  do  not  balance,  we  have  either  incorrectly 
entered  the  items  in  column  4  or  in  the  analysis  columns, 
and  it  will  be  necessary  to  find  out  our  error  before  pro- 
ceeding further.  WTien  carrying  the  amounts  to  the 
analysis  columns,  it  is  well  to  use  a  long  fiat  ruler  for  the 
purpose  of  keeping  the  correct  line,  otherwise  it  is  very  easy 
to  get  on  the  wrong  one  when  so  far  awa}^  from  the  original 
entry. 

It  will  be  noticed  that  there  are  two  or  three  items  on  the 
receipts  side  not  itemised,  although  there  are  columns  not 
utilised.  These  are  left  for  items  of  more  important  and 
frequently  occurring  character. 

In  order  to  illustrate  the  practical  working  of  the  Cash 
Book  on  this  principle  we  will  now  set  ourselves  the  task  of 
writing  up  imaginary  transactions  over  a  month.  It  would 
be  well  to  work  this  without  referring  to  the  fully  worked 
example. 


/    s.     d. 


Dec.   I.  Balances  from  last   Account — London 

County,  Westminster  and  Parr's  Bank 

Current  Account 

Deposit  Account 
Co-operative   \^'holesalc    Society    Bank 

Current  Account 

Deposit  Account 
Barclay's  Bank,  Deposit  Account 
London    Joint     Stock    Bank,    Deposit 

Account ..... 
Cash  ..... 

Total 


500 
10,000 

650 

12,000 

5,000 

5,000 
30 


^33, 1  So    o 


Transactions 

These  will  be  given  this  time  as  the}^  would  be  recorded  in 
the  Waste  Book ;  all  receipts  are  paid  into  bank  same  day. 
Where  only  one  item  of  cash  is  received  in  one  day  it  will  not 
be  entered  in  column  5,  but  taken  direct  to  the  column  of 
the  receiving  bank,  the  same  procedure  being  followed  when 
branches  pay  their  contributions  direct  to  the  bank. 
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Receipts 


P.O.,P.O.O., 

Date 

Particulars 

Cheque,  or 

Amount 

Bank  Receipt 

£     ^-     (i- 

Dec.    10 

A.  Branch  on  Account 

Cheque 

10    0    0 

C.  Branch  on  Account 

Cash 

5  10    0 

Shorthand  Note  of  Inquiry, 

Half -Share  received  from 

Employers'  Association  . 

10    0    0 

Paid   into   Parr's  Cur- 

rent Account. 

,,      II 

Board  of  Trade  Uncmplo}'- 

ment  Department 

Cheque 

400    0    0 

Paid  into   Parr's   Cur- 

rent Account. 

,,      12 

Rents  of  Houses 

Cash 

12     0    0 

Sale  of  Publications  . 

3  10     0 

!!  r, 

Use  of  Hall,  Fire,  and  Light- 

ing        ...          . 

2  10     0 

Paid  into  Parr's  Cur- 

rent Account. 

.,  24 

A.    Branch    Contributions : 
Old   Age   Pay,    £2  ;    Ex- 

penses, £/\,  los. 

P.0.0. 

130     0    0 

B.    Branch    Contributions : 

Old  Age   Pay,    £1  ;    Ex- 

penses, £5      .          .          . 

Cash 

48  10    0 

>> 

C.    Branch    Contributions  : 

Old   Age   Pay,   £3;    Ex- 

penses, £3,  15s. 

Cheque 

121  10     0 

Paid  into  Parr's  Cur- 

rent Account. 

„  27 

Unemployment      Pay     rcj 

turned  by  Branch  A. 

Cash 

500 

ty          t  > 

Strike     Pay     returned     bv 

Branch  B.      .          .         ". 

P.0.0. 

200 

Paid  into  C.\^^S.  Bank 

Current  Account. 

Contributions    D.    Branch, 

Bank  Receipt  :    Old  Age 

Pay,       1^5  ;        Expenses, 

£5>  155.'^ 

Parr's 

85     5     0 

It          >  > 

Contributions    E.    Branch, 

Bank  Receipt :    Old  Age 

Pay,  £y  ;   Expenses,  £12 

C.W.S. 

75    5    0 
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Date 


Dec.  28 


29 


30 


31 


Particulars 


Contributions  F.  Branch, 
Bank  Receipt :  Old  Age 
Pay,  £1^  ;  Eixpenses,  £14 
Contributions  G.  Branch, 
Bank  Receipt :  Expenses, 
£18        ...  . 

Contributions  H.  Branch : 
Old  Age  Pay,  £1  ;  Ex- 
penses, £4  .  .  . 
Contributions  I.  Branch : 
Old  Age  Pay,  £3;  Ex- 
penses,  £6      . 

Paid  into   Parr's  Cur- 
rent Account. 
Income  Tax  refunded 

Paid  into   Parr's  Cur- 
rent Account. 
Year's  Interest   from  Man- 
chester   Corporation     on 
£10,000  @  5%  per  annum 
Less  Income  Tax 
Instalment  of  Principal 
Half- Year's    Interest    from 

U.D.  Council  of on 

£5000  @  5%  per  annum 

Less  Income  Tax 

Instalment  of   Principal. 

Paid  into  C.W.S.  Bank 

Current  Account. 

Interest  for  the  Half  Year  : 

L.C.W.  &  Parr's  Deposit 

Account 
L.C.W.  &  Parr's  Current 

Account 
C.W.S.   Deposit  Account 
C.W.S.  Current  Account 
Barclay's  Deposit  Account 
London  Joint  Stock,  De- 
posit Account 


P.O.,  P.O.O., 

Cheque,  or 
Bank  Receipt 


Parr's 

L.J.S. 

Cheque 

P.0.0. 

Cheque 

Cheque 

Cheque 


Aiiiounl 


£  s.  d. 

120  o  o 

180  o  o 

125  0  o 

48  o  o 

50U  O  0 


500  o  o 
150  o  o 
300     o     o 


125     o     o 

37  10     o 

250     o     o 


250  O  0 

15  O  0 

305  O  o 

25  o  o 

125  o  o 

125  0  o 
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Payments 


Date 

Particulars 

On  which 
Bank 

Amount 

£ 

s.    d. 

Dec.  I 

Petty  Cash  (to  Petty  Cash 

Book)    .... 

Parr's 

10 

0    (} 

..      7 

Shorthand  Note  of  Inquiry 

C.W.S. 

20 

0     0 

,,    II 

Unemployment      Pay,      A. 

Branch 

Parr's 

35*' 

0     0 

»    14 

Unemployment      Pay,      C 

Branch 

C.W.S. 

500 

0     0 

»    15 

Unemployment        Pay,   B. 

Branch 

Parr's 

500 

0    0 

,.    17 

Unemployment      Pay,      A. 

Branch 

Parr's 

300 

0     0 

„    19 

Unemployment      Pay,     D. 

Branch 

Cash 

5 

0     0 

„    20 

Unemployment      Pay,      G. 

Branch 

Cash 

2 

10     0 

„    21 

Unemployment      Pay,      F. 

Branch 

Cash 

I 

10     0 

,.    22 

Strike  Pay,  B.  Branch 
Unemployment       Pay,    B. 

Parr's 

400 

0    0 

Branch 

C.W.S. 

10 

0     0 

»    23  ^ 

Conference    of    Employers, 

over  Dispute 

Cash 

15 

15     u 

„    24 

Cheque  on  Deposit  Account 

into  Current  Account 

C.W.S. 

800 

0     0 

>>     >> 

Cheque  on  Deposit  Account 

into  Current  Account 

Parr's 

1000 

U      0 

!>            J  ) 

Cheque    on    London    Joint 

Stock,  to  C.W.S.  Current 

Account 

200 

0     0 

—      "            J  > 

Drew  for  Office  on  Current 

Account 
Barclay's  to  Parr's  Cturent 

C.W.S. 

30 

0    0 

Account 

200 

0     0 

..          27 

National  Conference  . 
Railway  Expenses  for  Mem- 
ber of  A.  Branch  to  Medi- 

C.W.S. 

4« 

0      0 

cal  Referee    . 

Cash 

I 

I    0 

M          31 

Salaries    of     Officials     and 

Expenses,  A. 

Parr's 

35 

0     0 

>)             »  > 

Salaries     of    Officials     and' 

Expenses,  B. 

Parr's 

35 

0      0 

R'ENCE 
,AND 


U^0V1925 


^LITICAL       ,^' 
LIBRARY 


1 

CO  I 


,  A.  Branch  Contributions  . 
,  B.  Branch  Contributions . 


h  Contributions  . 


loard  of  Trade  Unemj)!,  Dcpt, 


L.C.W,  an 

,1  P„r-,  U, 

I01.I 

Cuh 

^- 

Depo 

"i  i  I 

'48  10    0 

-»' 

I'  — 

85  5  0 

85 

'48  0  0 

48    0    0 

1 

i.n 

"li  I 

25  lo    0 

C.i.reni  Ucposil 


CASH     BOOK     Receipts 


OldAgi.      I    HcadOIIict 


0  0  1  48  .0  o 

o  S  II    °5  I' 

S  S  )  .lo     o  ^ 

°  °  '  ]Z  I  °.\ 

o  C  ,  Jb     o  [! 


Uiiempio) 
mcnl  Pt 
Kcliirni 


Pay     I    Strike  Pa> 


-'- 

Amoumi  KeclaitneJ 

,„..,          ,„»..T.. 

Income  Tax 

S.hI  Aci 

in                 20 

21 

i    «.     «^  1       i    > 

1 

24  I  25  '2ij  L 

f    5.     </.  ■       £    I.     rf.         i     s.     d  £ 


,  Deposit  Acct 
.  Barclay's  B; 
,  London  Join 


1  Strike  Pay  Ketumcd 


.  Inlandltcvenuc  Tax  Refunded. 
,  Manchester  Corpn.  Interest 
,  Manchester   Corpn-   Instalment 
,  Urban  District  Council  Interest 


,  Manchester  Urban  D 
cil  Instalment 


.  Half-Yearslnt.,  Barclay's  Bank 
,  Half-Year's     Interest,    London 


D.455     5     o  3079  1 


CASH     BOOK     Payments 


Salaries  and  Expenses 


Barclay's      I  London  Joint 
Bank  Stock  Bank 


£      s.d.  i    5.  d. 


Printing  and       ,,^„y  Cash     I       Motors 


c>. 

National  Federation 

Rate&  and 
Ta«cs 

Other 

Amounts  not 

Political  Fniiil 

General  Fund 

24 

25 

26 

27 

L   5.   </. 

£    i.     i. 

i    <.    d. 

1 

6,1  18    o  I  .577 


■5  15    i>    I     4« 


400    o    o       130 


Dale 


Dec.  31 


30 
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I'ailiculars 


and 


and 


Salaries    of     Officials 

Expenses,  C. 
Salaries     of    Officials 

Expenses,  D. 
Salaries  of  Clerks,  A. 
Salaries  of  Clerks,  B. 
Salaries  of  Clerks,  C. 
Caretaker's  Wages 
Council  Meeting 
Printing  and  Stationer} 
Petty  Cash  (to  Petty  Cash 

Book) 
Doctor  Jones     . 
Doctor  Thompson 
Doctor  Harris   . 
Executive  Meeting 
Federation  General  Fund 
Office  Cleaning  Goods 
Political  Fund  . 
Government  Publications 
Payment  of    Half-Share  of 

Room,      Meetings     with 

Employers 
Bank  Charges    . 
Bank  Charges    . 


On  which 
Bank 


Parr's 

Parr's 

CAV.S. 

CAV.S. 

C.W.S. 

Cash 

Parr's 

Parr's 

C.W.S. 

C.W.S. 

C.W.S. 

C.W.S. 

Cash 

Parr's 

Cash 

C.W.S. 

C.W.S. 


Parr's 
Parr's 
C.W.S. 


Amounl 


£   s.   d. 
35    o    <J 


35 

20 

15 

10 

6 

85 
20 


o     0 
o     o 


25 
150 


0 
0 
o 
o 
o 

() 

2  0 

3  o 
I     0 

10      o 

o     o 
0     o 


8  17 


400     o     o 


I  1  = 


o 


15  15     o 

10  10      o 

11  o      o 


It  will  be  noticed  that  there  are  two  current  accounts 
upon  which  cheques  are  drawn  in  the  course  of  business.  It 
is  often  advisable  to  have  such  an  account  with  the  local 
bank,  as  it  is  convenient  to  have  a  bank  to  fall  back  upon 
when  large  amounts  are  being  disbursed  to  members,  thus 
requiring  much  change,  and  in  transactions  which  require 
cash  at  a  few  minutes'  notice.  The  local  bank  is  then 
requisitioned,  whereas  a  bank  out  of  the  district  is  of  little 
use  in  such  cases. 

There  are  also  several  transactions  which  have  for  their 
purpose  the  transference  of  cash  from  deposit  account  to 
current  account  in  the  same  bank,  and  from  deposit 
account  in  one  bank  to  the  current  account  in  another.  In 
the  month   under   observation   these   were   not   absolutely 
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necessary,  but  have  been  introduced  in  order  to  create 
difficulties,  which  are  bound  to  occur  in  the  course  of  a 
Union's  existence,  so  that  the  mode  of  procedure  may 
become  familiar  to  the  student  of  Trade  Union  Accountancy, 

As  it  will  be  found  that  the  transactions  in  the  Cash  Book 
will  each  month  usually  occupy  more  than  one  folio,  on 
reaching  the  bottom  the  columns  on  both  sides  should  be 
ruled  off  and  the  totals  of  them  carried  over  to  the  next 
folio,  so  that  when  balancing  for  the  month  it  will  only  be 
necessary  to  cast  up  the  last  folio  in  use,  to  get  the  monthly 
totals. 

The  Monthly  Statement  of  Receipts  and  Expenditure  in 
this  case  would  appear  as  shown,  indicating  that  as  we  began 
the  month  with  balances  amounting  to  £33,180,  we  end  it 
with  balances  of  £34,264,  lis.  6d. 


Exercise  7 

£ 

Dec.  31.  Balances  from  last  Account — 

L.C.  W.  &  Parr's  Bank  Current  Account  i  ,2uu 

L.C.  W  &  Parr's  Bank  Deposit  Account  9455 

C.W.S.  Bank  Current  Account           .  1,992 

CW.S,  Bank  Deposit  Account          .  11,580 

Barclay's  Bank  Deposit  Account      .  4,925 

L.J.S.  Bank  Deposit  Account  .          .  5,105 

Cash  in  Hand          .          .          .          .  (» 


5 

5 

II 

5 
0 
o 

5 


d. 

o 
o 
6 
0 
o 
o 


Total £34.204  II     G 

Jan.  I.  Received  from  A.  Branch  Contributions 

on  Account       .  .  .  .  .  12  10    o 

,,    Received  from  B.  Branch  Contributions 

on  Account       .  .  .  .  .  7  10     0 

,,    Received    from    Burnham    Corporation 

Year's  Interest  at  6  per  cent,  on  Loan 

of  £20,000,   less  tax   at  6s.  in  the  £. 

Instalment  of  Principal      .  .  .         1000     o     o 

Paid  into  Parr's  Current  Account. 

4.  Received  Cheque  from  Inland  Revenue 

Dept.  for  Income  Tax  returned  .  750     0     o 

Paid  into  C.W.S.  Current  Account. 
6.  Received  Rents  of  Houses — Cash  .  12     o     0 

, ,      , ,    Received  for  Use  of  Hall ,  Fire  and  Light- 
ing— Cash         .....  500 
,,      ,,    ReceivedContril)uti<)ns  A.  Branch          .           150     o     0 
Paid  into  C.W.S.  Current  Account. 


19— 
Dec. 


/^'REFEKENCE'^ 

"*  AND 


Monthly  Statement  of  Receipts  and  Expenditure,  Month  ending  Dec.  31st,   19 


To  Balances,  brought  forward- 


Cash  in  Hand 

At   Parr's   Bank   Cur. 


t  Fair's  Bank  Deposit 


Deposit 


Bai  day's     Bank 


Manchester  Corpora 

Manchester       Urb 

District  Council 


Trade,    Section 


L.CAV.  and  Parr's  Cui 


.  SaJe  of  PubUcatio 

.  Hire  of  Hall.  Hea 

Lighlivg     . 


EXPENDITURE 

By  Unemployment  Pay- 
Less      Returned 


Less      Returned 


,  Branch  Expeiidilu 


,  Printing  and  Stationery 


Dr  Harris 

,  Cotttribution    i 

.  Contribution 

,  Shorthand 
Meeting 


Less  Half  Share  paid 


PeUy  Cash     . 

Goods  for  Office  Cleaning 

Railway  Fare  of  Member 


Parr's  Current  Acct. 
C  W.S.  Current  Acct. 


:  Tax  c 


iHand 
t  Account 


Parr's 


Bank 
ant      . 
Bank 
Deposit  Account 
\t  C.W.S.  Bank  Cur- 

\t   C.W.S,    Bani   De 

\t    Barclay's    Deposit 

Vt  London  Joint  Stock 
Bank  Deposit  Acct. 


- 

13 1\ 

}  1 

"".  °: 

-i- 

! 

„|ol| 


.200 

0 

9455 

5 

0 

1992 

" 

6 

11.580 

5 

0 

49=5 

" 

0 

5105 

- 

1. 

34.264!  II I 
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Exercise  7 — coniimicd 

£    5.     d. 
Jan.  (S.  Received  Contributions  B.  Branch  .  55     o     o 

,,    Received  Contributions  C.  Branch  .  67  10     o 

,,    Received  Contributions  D.  Brancli  .  120  10     o 

Paid  into  Parr's  Current  Account. 
9.  Petty  Cash  Payments,  as  per  Petty  Cash 

Book,  Parr's  Cheque  .  .  .  5  15     o 

,,    Unemployment  Pay,  A.  Brancli,  C.W.vS. 

Cheque    .  .    '      .  .  .  .  300     o     o 

10.  Unemployment  Pay,  B.  Branch,  Parr's 

Cheque    ......  50     o     o 

12.  Drew  Cheque  on  Parr's  Current  Account 

for  Office  Cash  .  .  .  .  30     o     0 

14.  Expenses  of  Meeting  with   Emplo\Trs' 

Committee — Cash     .  .  .  .  15  10     o 

16.  Unemployment  Pay  returned,  A.  Branch  7  10     0 

,,    Unemployment      Pay       returned,       B. 

Branch    .  .  .  .  .  .  10     5     o 

Paid  into  Parr's  Current  Account. 
18.  Received  Contributions  E.  Branch  .  97  10     o 

,,     Received  Contributions  F.  Branch  C8  10     0 

,,     Received      Contributions     G.      Branch  45  10     0 

Paid  into  C.W.S.  Current  Account. 

20.  Expenses  incurred   by  F.  Branch  pay- 
able by  Head  Office,  C.W.S.  Cheque  7  10     0 

21.  Received  Contributions  H.  Branch  .  78  10  o 
,,  Received  Contributions  F  Branch  .  90  o  o 
,,     Received  Year's  Interest  from  Hemdon 

Corporation  on  ;{5000  at  6  per  cent., 
less  Income  Tax  at  6s.  in  the  £. 
Instalment  of  Principal     .  .  .  500     o     0 

Paid  into  C.W.S.  Current  Account. 

23.  Strike  Pay,  F.  Branch,  C.W.S.  Cheque  814     o     o 

24.  Transferred  from  Parr's  Current  Account 
to  Parr's  Deposit  Account  .  .  500     o     o 

,,    Transferred      from      C.W.S.       Current 

Account  to  C.W.S.  Deposit    Account  850     o     0 

25.  Paid  Office  Expenses — Cash  .  .  8  10     0 

27.  National  Conference  Cheque  C.W.S.  100     o     o 

28.  Printing  and  Stationery  Account,  Parr's 
Cheque  .  .  .  .  .  45     o     o 

,,    Doctor  Jones       .  .  .  .  .  3     3     0 

,,     Doctor  Thompson        .  .  .  .  880 

,,     Doctor  Herrin     .  .  ,  .  .  440 

Parr's  Cheques. 
30.  Council  Meeting,  Cheque  C.W\S.  .  .  78     o     0 
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Dec. 


Exercise  7 — continued 

31.  Bank  Interest — 

L.C.W.  &  Parr's  Deposit  Account 
L.C.W.  &  Parr's  Current  Account 
C.W.S.  Deposit  Account 
C.W.S.  Current  Account 
Barcla3''s      .... 
L.J.  Stock    .... 
,,    Bank  Charges — 

Parr's            .... 
C.W.S 


330 

0 

0 

84 

0 

0 

350 

0 

0 

93 

0 

0 

125 

0 

0 

125 

0 

0 

28 

10 

0 

34 

0 

0 

Answer — Balances,  Cash-Book — - 

L.C.W.  &  Parr's  Bank  Current  Account,  £2730  ;  Deposit 
Account,  /io,285,  5s.  ;  C.W.S.  Bank  Current  Account, 
;;(^i9o8,  IIS.  6d.  ;  Deposit  Account,  £12,780,  5s.  ;  Barclay's 
Bank  Deposit  Account,  £5050  ;  London  Joint  Stock  Bank 
Deposit  Account,  £5230  ;    Cash  in  Hand,  £12,  5s. 

Exercise  8 


Feb.  I.  Balances  from  last  Account — 

L.C.W.  &  Parr's  Bank  Current  Acct. 
L.C.W.  &  Parr's  Bank  Deposit  Ace. 
C.W.S.  Bank  Current  Account 
C.W.S.  Bank  Deposit  Account 
Barclay's  Bank  Deposit  Account    . 
L.  J.S.  Bank  Deposit  Account 
Cash  in  Hand        .... 

Total 

,,  2.  Received  from  A.  Branch  Contributions 
on  Account      ..... 

,,  ,,  Received  from  B.  Branch  Contril.utions 
on  Account       ..... 

,,      ,,    Received  from  D.  Branch  Contributions 

on  Accovmt      ..... 

Paid  into  C.W.S.  Current  Account 

,,  3-  C.  Branch  send  Bank  Receipt  for  Con- 
tributions paid  into  Parr's  Deposit 
Account  .  .  .  .  . 

4.  Received  Cheque,  Employment  Dept. 
Board  of  Trade  for  Return  of  Un- 
employment Pay      .  .  .  . 


2,730 
10,285 

1,908 
12,780 

5>230 
12 


o 

5 
II 

5 
o 
o 
5 


£37,996  6     6 

20  o    o 

25  o     o 

22  0      O 

120  0 

900  0     O 


Feb, 
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Exercise  8 — cunliniicd 

4- 

Unemployment     Pay    returned    by    A. 

Branch — Cash           .... 

Paid  into  C.W.S.  Current  Account. 

i 

8 

6'. 
10 

d. 

0 

7- 

D.  Brancli  send  Bank  Receipt  for  Contri- 
butions   paid    into    C.W.S.    Deposit 

Account           ..... 

140 

0 

0 

9- 

II. 

Paid  Petty  Casli  Boolv,  Parr's  Clieque     . 
Strike  Pay,  A.  Branch,  C.W.S.  Cheque  . 

8 
130 

0 
0 

0 

0 

15- 

Unemployment  Pay,  A.  Branch,  Parr's 
Cheque   ...... 

Unemployment  Pa}/,  B.  Branch,  C.W.S. 
Cheque    ...... 

Received  Contributions  A.  Brancli 

250 

340 
130 

0 

0 

0 

0 
0 

0 

Received  Contributions  B.  Branch 

('5 

0 

0 

)> 

Received  Contributions  C.  Branch 

84 

0 

0 

17 

18. 

20. 
21. 


24. 
25- 

26. 

27. 
28. 


Paid  into  Parr's  Current  Account. 
Paid  Half  Share  of  Room  for  Meetings 

with  Employers,  Parr's  Cheque         .  25     o     o 

Paid  Half  Share  of   Shorthand   Notes, 

C.W.S.  Cheque  ....  30     o     o 

Drew  Cheque  on  C.W.S.  for  Oflice  Cash  70     o     o 

Paid  Clerks'  Salaries  : 

Office  Cash  A 10     o     o 

Office  Cash  B 8  10     o 

Office  Cash  C 650 

Paid  Caretaker,  Office  Cash  .  .  500 

Paid  Coal  Account,  C.W.S.  Cheque         .  7  10     o 

Paid  Gas  and  Electric  Light  Account, 

Parr's  Cheque        .  .  .  .  21     o     o 

Received  Contributions  E.  Branch  .  130     o     0 

Received  Contributions  F.  Branch  .  120    o    o 

Paid  into  C.W.S.   Current   Acct. 
Received    Bank    Receipt,    G.    Branch 

Contributions,  Parr's  Deposit  Account  160     o     o 

Transferred  from  C.W.S.  Current  Acct. 

to  C.W.S.  Deposit  Account        .  .  400      o  o 

Transferred  from  Parr's  Current  Account 

to  Parr's  Deposit  Account  .  .  350     o     o 

Paid   Unemployment   Pay,  E.    Branch, 

C.W.S.  Cheque         .  .  .  .  70    o     o 

Paid    Strike    Pay,    F.    Branch,    Parr's 

Cheque 96     o     o 

Paid  Salaries  of  Officials  : 

C.W.S.  Cheque  A.  .  .  .  30  o  o 
C.W.S.  Cheque  B.  ...  30  o  o 
C.W.S.  Cheque  C.     .    .    .     30  o  o 
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Exercise  8 — continued 

£    s.    d. 
Feb.  29.  Paid  Account  for  Motors,  Parr's  Cheque  35     o    o 

,,    30.  Received  Cheque  from  Gas  and  Water 
Board   for    Half -Year's    Interest    on 
£50,000  at  6  per  cent,   less  Income 
Tax  6s.  in  the  £        .         .         .         .         1050    o    o 
Instalment  of  Principal         .  .  .         2000    o    o 

Paid  into  Parr's  Current  Account. 
,,    31.  Council  Meeting  .  .  .  .  78    o    o 

Parr's  Current  Account. 
,,     ,,    C.W.S.  Bank  Current  Account  debited 

for  New  Cheque  Book        .  .  .  200 

,,     ,,    Parr's  Bank  Current  Account   debited 

for  New  Cheque  Book        .  .  .  200 


Answer — Balances,  Cash  Book — 

L.C.W.  and  Parr's  Bank  Current  Account,  ;,(,5i94  ;  Deposit 
Account,  £10,915,  5s.  ;  C.W.S.  Bank  Current  Account, 
£1994,  IIS.  6d.  ;  Deposit  Account,  £13,320,  5s.  ;  Barclay's 
Bank  Deposit  Account,  £5050  ;  Tendon  Joint  Stock  Bank 
Deposit  Account,  £5230  ;  Cash  in  Hand,  £52,  los. 

If  the  Monthly  Statements  be  worked  also,  as  shown  on 
page  158a,  and  the  opening  balances  in  these  exercises  arc 
placed  on  the  receipts  side,  and  the  closing  balances  at  the 
end  of  the  payments  side,  if  correctly  worked  the  two  sides 
will  balance  as  shown.  In  working  the  last  two  exercises 
it  will  not  be  necessary  to  take  the  items  to  analysis  columns 
unless  desired. 

OVERLAPPING   OF   PERIODS 

Where  accounts  are  made  up  at  the  end  of  each  month, 
it  often  happens  that  branches  have  remitted  amounts  on 
account  for  the  next,  before  the  accounts  are  closed  for  the 
present  month. 

Cheques  and  cash  may  also  have  been  paid  in  settlement 
of  accounts  which  are  being  carried  forward  to  the  next 
month.  Obviously  these  amounts  must  be  kept  separate 
from  the  current  month's  accounts. 

In  such  cases  these  transactions  should  be  entered  in  the 
Waste  Book,  quite  apart  from  those  of  the  current  month, 
and  further  Income  and  Expenditure  sheets  should  be 
inserted  for  the  entering  up  of  tliese  amounts.  Wlierc  such 
cheques  have  passed  through  the  bank,  and  cash  has  been 
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paid  in,  in  order  to  make  the  Bank  Pass  Book  agree  with  the 
Cash  Book  for  the  month  ending,  it  will  be  necessary  to 
adjust  these  amounts  in  the  Reconciliation  Statement. 

All  amounts  which  have  been  paid  in  for  next  month 
should  be  deducted  from  the  Pass  Book  balance,  while  all 
cheques  met  by  the  bank  for  this  period  should  be  added. 
It  may  take  the  form  of  a  Separate  Reconciliation  Statement 
as  follows  : — 


Separate  Reconciliation  Statement 

£   s. 

Reconciliation  Statement  Balance 

Less  Contributions  received  for  next  month 
and  paid  into  Current  Account 


Plus  Cheques  paid  by  Bank  for  expenditure 
belonging  to  next  period 


Amount  as  per  Cash  Book  for  present  period  £ 


Or  may  be  included  in  the  former  statement,  page  137. 
Assuming  the  Pass  Book  balance  there  shown,  to  contain 
;£20  contributions  for  next  month,  and  presented  cheque 
for  £15  for  expenditure  incurred  for  next  month,  it  would 
appear  as  follows : — 


Pass  Book  Balance    . 

£ 

5. 

d. 

£ 
471 

12 

d. 
Q 

Less  Cheque  not  presented 
Less  Contributions  for  next 

10 

10 

0 

month    .... 

20 

0 

0 

30 

10 

0 

Add  amounts  paid  in  but  not 

441 

2 

9 

yet  credited    . 

17 

5 

0 

Add  Cheque  debited  but  be- 
longing to  next  month 

7 
15 

5 
0 

0 
0 

39 

10 

0 

Total    Cash    in    Bank    Current 

Account  for  present  month 

480 

12 

9 
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PETTY   CASH   BOOK 

The  Petty  Cash  Book  is  kept  on  the  Imprest  System,  a 
fixed  amount  of  cash — in  the  example  given,  ;^io — ^being 
handed  to  the  petty  cashier.  In  the  Cash  Book  this  amount 
is  credited  to  cash  account  or  bank  account,  from  which- 
ever source  it  has  been  paid.  A  Petty  Cash  Book  is  opened 
and  the  amount  of  ;£io  entered  on  the  debit  side.  An 
example  of  this  book  is  shown,  with  specimen  entries.  It  is 
kept  on  the  analysis  plan — that  is,  in  tabular  form,  with  a 
column  for  each  branch  of  expenditure.  When  a  payment 
is  made,  the  amount  is  inserted  in  the  appropriate  column, 
and  at  the  end  of  each  day  the  total  expenditure  for  that 
day  is  extended  to  the  total  column.  This  method  of 
arrangement  has  three  important  advantages — namely  (i) 
The  total  amount  expended  every  day  is  shown.  (2)  The 
total  amount  expended  during  any  period  under  any  par- 
ticular heading  can  be  seen  at  a  glance.  (3)  At  posting  time, 
by  simply  casting  up  the  columns,  a  complete  analysis  of  the 
Petty  Cash  expenditure  is  at  once  provided,  thus  avoiding 
the  waste  of  valuable  time  occupied  in  dissecting  the  items 
when  the  columnar  form  is  not  used.  Periodically  the 
petty  cash  account  is  balanced  in  the  following  form  : — 

Petty  Cash  Account 

For  week  ending  31st  December  ig — : 

Amount  of  Imprest  ..... 

Amount  expended  as  per  Petty  Cash  Book 

Balance  as  per  details  below    .... 


Details  of  Balance — ;^i  Treasury  Notes 
los.  Treasury  Notes 
Silver 
Bronze 

Total 


I 

s. 

d. 

10 

0 

0 

8 

15 

0 

£^ 

5 

0 

£ 

s. 

d. 

I 

0 

0 

4    o 
I     o 

£1     3    o 


The  amount  spent  is  thus  repaid  to  the  petty  cashier,  and 
so  the  Petty  Cash  balance  is  restored  to  its  original  figure, 
but  no  entry  is  made  in  the  Petty  Cash  Book  in  respect 
of  the  amount  thus  received;  the  expenditure  side  is 
merely  ruled  ofi,  as  shown  in  the  example,  the  debit  side 
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remaining   undisturbed,    and  always  showing    the   original 
amount  of  ;;^io. 

At  the  end  of  the  financial  year,  when  preparing  the 
Statement  of  Receipts  and  Expenditure,  it  will  be  necessary 
to  make  provision  for  the  amount  of  imprest  remaining  in 
tlie  Petty  Cash  box  of,  say,  £io,  and  instead  of  crediting  tlic 
whole  amount  of  ;£i8,  17s.  6d.  (p.  J^^a)  to  the  account  it  will 
appear  as  foll6ws : — 

/     s.    d. 
"  By  Petty  Cash  "  ....     18  17     6 

"  Imprest  amount  in  liand  "    .  .  .     10     o     0 

£S  17   6 

This  /lo  will  then  appear  in  the  balances  to  be  carried 
forward. 


Petty 

Cash 

Book 

Date 

Amount 

Particulars 

Health 
Insurance 

Postages 

and 
Telegrams 

Parcels 

Printing, 

Stationery 
and  Office 
Expenses 

Voucher  No. 

0 

19— 
Dec.  30 

,.     31 

£    s.    d. 
10    0     0 

1 

Ry  lirought  forward    . 

,,    Paper  Fasteners     . 

,,  Postage  and  Tele- 
grams . 

,,    Health  Insurance  . 

,,  Employers'  Contri- 
butions 

„    Railway  Fare 

,,    Parcels    . 

,,  Brown  Paper  and 
String  . 

Cheque  No.  1387 

£.    s.    <i. 
200 

100 

£,   s.    d. 
0  10    0 

£    s.    d. 

0  17     6 

026 

L   s.    d. 
I     5     0 
010 

020 
0  12     0 

£  s.   d. 

676 

g     7     6 

300 

2  15    0 

100 

200 

1     S  js    0 

19— 
Jan,  I 

By  Stationery       .        : 

0  16    0 

0  16     0 

LEDGER   ACCOUNTS 

Turning  now  to  the  Ledger,  the  only  accounts  it  will  be 
really  necessary  to  keep  will  be  in  connection  with  the  loans 
of  the  Union,  property,  etc.  (if  any). 

In  the  case  of  the  accounts  of  traders,  these  will  be  paid 
monthly  as  they  are  received.  They  will  be  inserted  in  a 
folder  imtil  it  is  convenient  to  pay  them,  say  at  the  end  of 
each  month,  when  cheques  will  be  distributed  in  payment, 
so  tlnit  tliere  need  be  no  accounts  kept  in  connection  with 
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these,  the  Cash  Book  recording  the  transactions,  the  vouchers 
being  presented  as  proof  of  payment. 

Now,  when  posting  the  items  from  the  Cash  Book  to  the 
Ledger,  those  on  the  debit  side  of  the  Cash  Book  will  be 
posted  to  the  opposite  side  or  credit  side  of  the  Ledger,  and 
those  on  the  credit  side  will  be  posted  to  the  debit  side  of 
the  Ledger,  thus  completing  the  process  of  double  entry. 

At  the  time  of  making  a  loan,  cash  having  been  paid  out, 
the  transaction  will  be  on  the  credit  side  of  the  Cash  Book ; 
therefore  it  will  be  posted  to  the  debit  side  in  the  ledger 
account  as  shown,  with  a  brief  summary  of  the  terms  of  the 
loan.  In  the  folio  column  of  the  Ledger  is  inserted  the  folio 
number  of  the  Cash  Book,  from  which  the  entry  is  posted, 
and  in  the  Cash  Book  folio  column  will  appear  the  folio 
number  of  the  Ledger  account.     The  Ledger  entry  will  be — 

"  To  Cash — ^^10,000." 

As  the  interest  falls  due  it  will  be  debited  to  the  account : 

"  Dec.  31.     To  one  year's  Interest — ;£5oo." 

When  the  cheque  for  the  interest  and  instalment  of  princi- 
pal is  received,  it  will  be  entered  as  all  other  receipts,  on 
the  debit  side  of  the  Cash  Book,  and  following  the  principle 
of  reversing  when  posting  to  the  Ledger  these  amounts  will 
be  posted  to  the  credit  side  of  the  loan  accounts  as  follows  : — 


Interest 


Dec,  31.  By  Cheque 


I      s.  d. 
500    0    o 


rrincipal 


i       S.    d. 
300     O     O 


As  there  has  been  £300  paid  off  the  principal,  it  will  now 
stand  at  £()yoo.  The  account  will  be  balanced  and  ruled 
off  for  the  year  as  follows  : — 

By  Balance  c/d  £9700 

The  c/d  in  the  folio  column  means  that  the  balance  is 
carried  down  to  the  debit  side.  In  the  folio  column  on  the 
debit  side  is  inserted  b/d,  meaning  that  the  balance  is 
"  brought  down."  The  account  is  now  in  order  for  the 
commencement  of  the  next  year,  and  will  appear  as  on  next 
page. 

In  connection  with  these  loans,  mortgages,  q\c.,  it  is  usual 
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to  keep  a  Register  of  Mortgages,  containing  all  the  particulars 
relating  to  them,  such  as  date,  term,  number,  rate  of  interest, 
repayments,  etc.,  so  that  it  is  not  necessary  to  refer  to  the 
actual  Deeds  when  requiring  these  particulars. 


MONTHLY    AND    YEARLY    TOTALS    OF    ANALYSIS    OF    RECEIPTS 
AND   EXPENDITURE 

Having  totalled  up  the  analysis  columns  at  the  end  of 
each  month,  we  may  insert  at  the  back  of  the  Cash  Book  a 
sheet,  such  as  those  already  being  used,  for  the  debit  side, 
and  one  for  the  credit  side,  for  the  purpose  of  carrying  these 
totals  to  each  month,  so  that  at  the  end  of  the  year,  by 
totalling  these  up,  we  have  particulars  of  the  amount 
received  during  the  year  from  every  source,  and  the  amount 
expended  under  each  heading.  It  will  be  noticed  that  only 
the  columns  beyond  ii  have  been  used  for  the  analysis  in 
the  Cash  Book,  so  that,  as  those  which  were  used  for  record- 
ing the  cash  transactions  wiU  not  be  here  necessary,  there 
will  be  a  number  surplus  ;  these  will  be  utilised  for  a  further 
analysis  of  the  "Not  itemised"  column,  for  particulars  of 
which  we  must  turn  to  the  "  Particulars  "  column  of  the 
Cash  Book  on  either  side.  These  summary  sheets  which  we 
inserted  at  the  back  of  the  Cash  Book  being  completed 
by  further  dissecting  the  "Not  itemised"  columns  until 
onty  the  very  small  and  unimportant  items  constitute 
the  "Sundries"  item,  the  totals  are  now  available  for  the 
preparation  of  the  receipts  and  payments  account  for  the 
year. 

ANNUAL    STATEMENT    OF    RECEIPTS    AND    EXPENDITURE    AND 
BALANCE   SHEET 

There  remains  now  the  preparation  of  the  final  accounts 
for  the  financial  year.  Beginning  with  the  receipts  side 
of  the  yearly  account  of  Income  and  Expenditure,  the 
first  items  we  are  concerned  with  are  the  balances  from 
the  previous  year,  which  must  be  inserted.  They  are  the 
balances  standing  at  the  various  banks  at  that  date  in  the 
deposit  and  current  accounts,  and  the  amount  of  cash  in 
the  treasurer's  hands.  After  these  come  the  receipts  for 
the  year  under  their  various  headings,  generally  commenc- 
ing with  the  most  important  item,  "  Contributions  from 
Members." 

The    interest    from    each    investment    will    be    set   out 


/ 


\ 


■3    gj 
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General  Statement  of  the  Receipts  and  Payments,  and  Funds  and  Effects 

FOR    THE    TWELVE    MONTHS    ENDING    JANUAKV    vni,    igiS 
GENERAL   FUND 


RECEIPTS 

To  Balances  brought  forward  from 
last  Account- 
Parr's  Bank 
United  Count 
London  Joint 
London  City  and  Midland 
Bank  .... 
Cash  in  Treasurer's  Hands 

,.    Members'     Contributions     to 


129,197  ' 


By   Salaries  ot  Officials  and  Clerk 
Executive      and   Trustees" 

Meetings 
Council  Meetings 

Deputations,     Meetings    and 
Arbitrations — 
Deputations 
Arbitrations 
Conferences  with  Owners 


Income  Tax  Refunded 

Out  of  Work  Pay  Returned 
Strike  Pay  Returned 
Old  Age  Pay  Returned 

Telephones 
Sale  of  Goods 

Conrt  Proceedings 


Newspapers,  Trade  Re  vie 


.  Gas   and   Water 


.  Urban      District 


Gas    and    Water 


Parr's  Bank  (Deposit) 


United  Counties  Banking  Co. 

London  City  and  Midland 

Bank   .... 

London  Joint  Stock  Bank. 


and  Reports 

4   14     9t 

Office  Expenses — 

StaUonery  for   Office    and 

Branches  and  Printine 

4^9     S     3l 

Stamps    . 

98     9     0 

Accountancy    . 

78     0     0 

Repairs  and  Rene 

wais 

Motors  and  Carru 

ges 

no     5     S' 

Office  Cleaning 

48     3 

9 

Goods  for  Oeaning      i     5 

3i 

Coal 

67  13 

Gas  and  Water  Rates 

42     I     4 

Borough  and  Poo 

National 

66  13     5 

Contributions  to 

733     3     4 

Contributions    to 

Political 

Fund   . 

Disputes'  Board 

evies      . 

145    "6     8 

Out  of  Work  Pa^■ 

5194     9     0 

Old  Age  Pay 

5163     4     0 

Strike  Pay  . 

Ii^me  Ta-x 

Telephone  Rent    . 

0     4    "I 

Doctors— Examinat 

ons     and 

Reports 

Lawyers 

Victim  Pay.          . 

Inspections 

Audit  of  Branch  Bo 

oks'          '. 

Meetings,  Local    . 

143     6     8 

Health  Insurance 

2    18       0 

Fidelity  Premium 

500 

Fire  Insurance      . 

Office  Fittings      . 

476 

Central  Committee 

S  13     5 

Funerals      . 

Expenses  of  Collect 

ng  Boxes 

Parcels 

Expenses  on  Public  Bodies    . 

-     6     6 

Honorarium 

I     2     0 

Parr's  Bank     . 

80,876  16     I 

Umted  Counties  Bank 

London  Joint  Stock 

18.391   10     ii 

London  City  and 

Midland 

1. 302     4     8 

Cash  in  Treasurer's  Hands 
Investments— 
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LIABILITIES 


Balance  Sheet  as  at  January  5th,  1918 


By  Cost  of  Buildings  (Houses  and 
Offices  and  Houses.  Fur- 
nishing Offices  at  Cost) 


9628 
4566 
3475 


.  Borough  Council 
.  Water  Board 

Urban       District 


Parr's  Bank      . 
United  Counties 
London  Joint  Stock 
London  City  and  Midland 
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separately,  as  also  will  be  the  instalments  of  principal  re- 
ceived diirinjj^  the  year.  If  the  columns  of  the  summary 
sheet  available  for  the  dissection  of  receipts  from  each  t)f 
these  loans  are  insufficient,  it  will  be  necessary  to  refer  to 
their  ledger  accounts  to  get  this  information. 

As  we  began  the  statement  of  receipts  by  the  insertion  of 
the  bank  and  cash  balances,  so  we  insert  as  the  last  items 
on  the  payments  side  these  balances  as  they  stood  at  the 
end  of  the  financial  year,  as  we  have  done  in  the  monthly 
statem  ents  given.  If  it  be  a  correct  statement  of  the 
year's  working,  both  sides  will  now  balance,  as  shown  in 
the  accompanying  example,  which  is  a  copy  of  the  Yearly 
Statement  published  by  a  Trade  Union  for  the  year  ending 
31st  December  1917.  It  will  require  no  further  explanation, 
seeing  that  we  have  already  worked  several  compiled  on  the 
same  system. 

Turning  to  the  Balance  Sheet  we  find  that  there  are  a 
number  of  loans,  each  of  which  is  shown  separately.  These 
are  the  balances  as  appearing  in  the  Ledger  at  the  year  end. 

The  cost  of  buildings,  in  the  shape  of  offices  and  houses,  is 
stated,  and  on  account  of  their  being  kept  in  good  repair, 
and  little  additions  to  them  being  charged  to  revenue,  no 
depreciation  is  taken  into  account  in  this  case. 

The  concluding  items  are  the  assets  of  the  Union,  which 
take  the  form  of  cash  in  hand  and  at  the  various  banks. 

It  will  be  noticed  that  there  are  no  liabilities,  there  being 
no  outstanding  accounts — according  to  the  plan  of  payment 
adopted,  previously  explained.  But  if  ledger  accounts  be 
kept,  and  there  are  any  outstanding  debts,  these  would  appear 
on  the  liabilities  side.  Or  it  may  be  that  the  Union  has  a 
loan  account  with  a  bank,  or  a  mortgage  on  its  property,  in 
which  case  this  would  be  found  on  the  liabilities  side. 

RECEIPTS  TO  BE   ISSUED  TO  BRANCHES  WHEN   CONTRIBUTIONS 

ARE    SENT 

When  the  contributions  are  received  from  the  branches  it 
will  be  necessary  to  issue  a  receipt  for  the  amount.  For 
this  purpose  receipt  forms  should  be  printed  and  bound  in 
book  form,  the  carbon  copy  method  being  adopted,  thus 
leaving  an  exact  copy  of  the  receipt  sent.  Assuming  tliat 
these  contributions  are  to  be  remitted  monthl3^  there  should 
be  a  book  of  receipts  for  each  month,  the  name  and  number 
of  the  branch  being  printed  on  each  form,  they  being  arranged 
according   to   the  number   of    the   branch — i.e.  from    "  i  " 
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upwards.  Thus  in  every  month's  book  the  branch  reeeipt 
forms  will  be  in  the  same  order,  and  it  will  be  easy  to  lind 
any  one  when  money  is  received. 

It  may  happen  that  the  Rules  of  the  Union  insist  upon 
payment  on  account  being  made  midway  between  the 
month  ends,  in  which  case  the  Receipt  Book  may  take  the 
following  form  : — 


Name  of  Union ('.'^"^Ieu) 

Name  of  Branch     (''Ki^ViEij)     No. 

Received  the  iuin  oj 


£ 

s. 

d. 

Second  Inslalmcnl. 

Tor  monlh  ending 19 

Signed 

General  Treasurer. 


Name  of  Union         ('.''^'•'^■.'H') 

Name  of  Branch      (p.'.'.'.'I'HH)  ...N"-  i- 

Received  ike  sum  of 


£ 


First  Instalment. 

For  month  ending 19. 

Signed 

General  Treasurer. 


The  dates  may  be  inserted  by  a  rubber  stamp  at  the 
commencement  of  each  month,  the  whole  of  the  forms 
being  stamped  at  the  same  time,  and  a  facsimile  signature 
may  be  printed  on  the  form,  which  is  a  further  time-saving 
device. 

The  form  will  be  perforated  down  the  centre,  and  when 
the  instalment  is  received  the  first  will  be  torn  off  and  dis- 
patched, to  be  followed  by  the  second,  which  completes  the 
month.  The  period  which  the  book  covers  will  be  boldly 
written  outside ;  it  will  be  then  stored  away  in  the  order  of 
date,  thus  ensuring  easy  reference. 

In  these  days  of  expensive  paper  it  would  economise  to 
have  the  part  to  be  torn  out  and  sent  to  the  branch  made  in 
the  form  of  a  thin  card,  on  the  back  of  which  may  be  printed 
the  address  of  the  branch  secretary. 

When  the  receipt  has  been  prepared,  it  is  torn  out,  and 
forms  a  post  card,  thus  saving  the  cost  and  trouble  of  an 
envelope. 
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SHEETS    FOR    RECORDING    PERIOD    OF   UNEMPLOYMENT   AND 
PAYMENTS    MADE    TO    UNEMPLOYED 

The  provision  of  a  suitable  sheet  for  recording  the  amount 
paid  to  unemployed  members,  the  amount  returned  to  Head- 
quarters, and  the  amount  paid,  or  to  be  paid,  in  excess  of  tlie 
original  amount,  and  at  the  same  time  complying  with  the 
requirements  of  the  Board  of  Trade  Unemployment  Depart- 
ment for  a  return  of  a  portion  of  the  money  so  paid,  under 
Section  106,  National  Health  Insurance  Act,^  has  been  no 
simple  matter.  In  the  case  of  stoppages  involving  a  large 
number  of  men,  and  many  hundreds  of  pounds  in  Unem- 
ployment Pay,  it  is  found  that,  owing  to  the  difficulties  of 
ascertaining  correctly  the  number  of  men  unemployed,  or 
the  exact  dates  of  commencement  and  termination  of  un- 
employment, it  is  almost  impossible  to  make  the  sheets  out 
correctly  in  the  first  instance.  When  the  pay-day  comes  it 
will  be  found  that  some  men  entered  on  the  sheets  as  being 
unemployed  have  been  at  work  on  special  jobs  during  the 
period  of  the  stoppage,  or  may  have  worked  a  few  days  after 
the  commencement  of  the  general  stoppage,  or  recommenced 
a  few  days  before  the  general  resumption.  There  is  also  the 
case  of  the  children's  allowance.  The  correct  number  of 
children  eligible  for  allowance  is  difficult  to  ascertain  until 
the  pay  is  actually  being  disbursed.  These  adjustments 
have  led  to  much  confusion  when  the  sheets  have  been 
altered  by  the  local  officials,  and  it  has  often  been  impossible 
to  ascertain  correctly  how  much  has  been  paid  in  excess  of 
the  original  amount  to  members,  and  how  much  less  in  other 
cases. 

In  the  sheet  here  designed,  provision  is  made  for  these 
adjustments  in  such  a  way  that  there  need  be  no  hesitation 
about  them,  and  it  is  not  left  to  mere  ticks  and  substituted 
figures,  by  the  erasion  of  original  figures,  or  figures  inserted 
at  the  side  of  them  to  record  these  adjustments.  It  is  quite 
evident  that  to  carry  such  amounts  to  specially  provided 
columns  requires  a  more  deliberate  act  than  by  merely 
placing  a  figure  at  the  side  of  any  name  to  indicate  these 
adjustments,  which  really  is  not  good  evidence  in  a  Court 
of  Law,  if  necessary  to  prove  them,  nor  is  it  satisfactory 
evidence  of  payment  from  the  point  of  view  of  the  auditor 
of  tlie  Union's  accounts. 

Illustration  (i)  (p.  172)  is  of  a  sheet  which  has  gained  tlie 
sanction  of   the  Board  of  Trade  as  complying  with  their 

'  See  p.  149. 
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regulations  for  a  repayment  of  the  agreed  portion  of 
Unemployment  Pay  disbursed,  although  different  Unions 
may  have  their  own  arrangements  in  the  matter. 
Illustration  (2)  (p.  174(1)  is  a  form  T  have  designed  for  use 
when  very  large  numbers  of  men  arc  unemployed.  In  this 
case  it  is  not  necessary  to  obtain  signatures  of  the  men 
individuall^^  so  that  the  totals  of  each  sheet  for  the  week 
are  entered  on  the  last  sheet  in  Part  i,  Summary,  which  is 
printed  on  the  back  of  every  sheet  for  convenience,  but 
only  one,  the  last,  is  filled  in. 

The  numbers  down  the  side  are  the  numbers  of  the  sheets. 
In  column  i  is  entered  the  amount  of  money  paid  by  Head- 
quarters on  each  sheet.  In  column  2  is  entered  the  amount 
not  paid  out,  by  reason  of  adjustments;  and  in  column  3  is 
entered  the  amount  which  has  been  paid  or  is  to  be  paid  in 
excess  of  the  original  amount  for  the  period  covered  by  the 
sheet.  The  totals,  under  each  heading,  are  then  taken  to 
Part  4,  and  the  net  amount  paid  for  the  period  arrived  at. 
It  will  be  noticed  that  it  is  possible  to  have  no  money  to 
return,  and  at  the  same  time  have  to  pay  some  excess 
amounts.  In  this  case,  on  receipt  of  the  sheets  duly  com- 
pleted. Headquarters  will  have  to  remit  to  branch  a  further 
payment  for  the  amount  stated  in  Part  4 — the  amount  to 
be  paid  in  excess. 

Having  dealt  with  the  totals,  we  now  come  to  the  par- 
ticulars of  money  returned. 

Part  2.  The  name  of  member,  the  amount  returned,  and 
reason  for  the  return  of  payments  must  be  stated  in  the 
appropriate  column  and  a  total  arrived  at,  which  is  carried 
to  the  Summary  Sheet,  as  explained. 

Part  3.  Particulars  of  money  paid  or  to  be  paid  in  excess 
of  account  drawn  from  office.  The  same  process  is  gone 
through  as  in  the  case  of  No.  2. 

It  will  be  understood  that  whereas  the  Summary  Form  is 
filled  up  only  on  the  last  sheet,  the  form  for  money  received 
and  money  paid  in  excess — -Parts  2  and  3 — must  be  filled 
up  on  every  sheet  where  there  are  such  adjustments.  If 
desired,  and  in  order  to  accommodate  the  entry  of  a  larger 
number  of  totals,  the  Summary  Sheet  may  be  printed 
separately  on  paper  of  a  different  colour  from  the  ordinary 
unemployment  sheet.  There  would  then  be  only  forms  2 
and  3  on  the  back  of  each  sheet.     This  will  be  obvious. 

WTiere  the  number  receiving  Unemployment  Pay  is  not 
large,  each  member  should  sign  for  the  amount  received,  say 
where  not  more  than  thirty  ;  but  in  the  case  of  a  large  number, 
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the  certificate  shown  should  be  duly  filled  in  by  the  three 
branch  officials  mentioned,  who  should  be  present  when 
payment  is  made.  The  form  of  the  certificate,  as  in  the  case 
of  the  summary  and  other  particulars  column,  will  be  printed 
on  the  reverse  side  of  every  sheet,  but  only  that  on  the  last 
Jiheet  where  the  summary  appears  need  be  signed.  In 
addition  to  this  large-sized  sheet  smaller  ones  may  be  pro- 
vided for,  say,  four  or  twelve  names.  On  these  the  recipient 
will  sign  for  payment,  and  only  the  signature  of  the  branch 
secretary  will  be  necessary  to  complete  the  sheet,  there  being 
no  particulars  necessary  on  the  back. 

In  order  to  comply  with  the  requirements  of  the  Cash 
Book  in  the  matter  of  voucher  number,  the  sheet  containing 
the  summary  and  signatures  should  be  numbered  with  its 
appropriate  number  according  to  the  order  of  payment  in 
the  Cash  Book. 

Even  with  the  use  of  such  a  sheet  to  record  the  amount  of 
Unemployment  Pay  disbursed,  auditors  have  expressed  to 
me  their  opinion  that  evidence  of  payment  was  not  satis- 
factory unless  a  receipt  for  the  amount  received  was  given 
by  each  individual  member. 

From  personal  experience  of  the  disbursement  of  the 
money  where  large  numbers  of  men  have  been  unemployed, 
I  must  admit  that  it  is  quite  possible  for  an  amount  to  be 
ticked  off  that  has  not  been  paid  :  for  instance,  a  tick  may 
have  been  placed  at  the  side  of  a  person's  name  by  mistaking 
it  for  another,  and  then  on  the  error  being  discovered  a 
further  tick  is  marked  against  the  proper  name,  the  first  being 
unerased.  It  may  happen  that  the  first-named  man  may 
not  be  entitled  to  pay,  and  therefore  does  not  put  in  appear- 
ance, in  which  case  the  amount  is  apparently  paid  and  is 
vouched  for  by  the  signatories  on  the  reverse  side  of  the 
sheet.  Again,  I  have  known  cases  where  one  man  would 
call  for  the  moneys  of  several  others  who  may  have  diffi- 
culty in  calling  for  the  money  personally  ;  the  ticks  in  these 
cases  are  not  of  much  use  if  another  person  calls  afterwards 
for  the  same  person's  money.  Of  course  a  case  of  this 
description  could  be  met  by  writing  in  the  "  Remarks  " 
column  the  name  of  the  person  actually  receiving  the  monc}^ 
on  the  other's  behalf. 

But  if  it  is  thought  well  to  go  to  a  little  more  trouble  to 
ensure  absolute  accuracy,  a  good  plan  is  to  have  small 
tickets  printed,  which  will  be  stamped  with  a  date  stamp, 
and  given  out  to  the  men  entitled  to  pay,  a  little  before  the 
time  for  payment. 


rn 

0 

hJ 

U 

< 

i-l 

HH 

u 

<J 

1— 1 

ta 

z 

fo 

a 

o 

ffi 

0< 

u 

:3-H 

^'l 

-.  p 

<c 

w 

01 

^   M 

W 

ri  « 

(n   < 

PQ 

W 

oS 

H 

< 

>< 

z 

ta 

0 

H 

U) 

« 

w 

r  1 

<1 

°.oB     p    -^     o^^  :::::::: 

^'SqJsii-n:^     ^^-^  :::::::  ^ 

§l^«w!|S     52"^  ::;::::  ^ 

1-^^^^^^    B^-  ■■[::::< 

"1         t«i;_(-c6(];  5  ' — I 

o  ^  ^  6^  .-tj  g-o  n  g  ^    .    : 

S^-g^^t^^cci^l^a;  ::::::: 

^^i2°|-.2^^8S  ::::::: 

g^^lSS-^ea^-fl^  ••::::: 

o^^-S^le^^^^g  ::::..: 

>,-.2i  --^^[^I^S^^  ::::::: 

S§^|^^^8£c«2  :  ^    :    :    :    :    : 

gS^-^Uj-C         g    g4^  p      ..      ^     .. 


Summary  of  Unemployment  Pay  Sheets 

WEEK    ENDING 19-      BRANCH 


Amount  to  be 


••  I- 


(Part  2) 
Particulars  of  Money  returned  on  this  Shet 


N&me  of  Member 


Reason  returned 


Name  of  Member 


Total  returned 


(Part  4) 

Total  Amount  paid  on  the  Sheets  rcpreaenled  by  this 
Summary 

Origir.1  amount 

i 

.. 

Amouni  paid  in  excess  (i(  any)    . 

F..r  niaking  out  Sheeus      . 

Ltis  amount  returned 

Total  paid 

CERTIFICATE   BY   BRANCH   OFFICIALS 


(This 


UT) 


Association  whost- 


We  hereby  certify  that  the  Members  of  1 

appear  on  these  Unemployment  Sheets  were,  to  the  best  of  c_- 
knowlcdge  and  belief,  unemployed  for  the  number  of  days  stated  in  column 
(5)  thereof;  that,  as  required  bv  the  arrangement  with  the  Board  of 
Trade,  they  have  duly  produced  evidence  of  the  fact  that  they  are  un- 
•employed,  vacant  tickets  being  attached  hereto:  and  f    "   "  •-■--' 

Formaccurately  represei 


a  (4)  of 


We  f 


n  accordance  with  the  (■ 


\  appear  in  column  (2)  t 
particulars  enlcrotl  on  (his  Sui 

■'■«««'"" 

Ogice  held    

Pp«  hM 

SignaiMte    

O^ee  hili 

Date 


have  pa. 


■  members  > 


Each   man  will 
("ulitlccl    to,    and    si 
exchange. 
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be   asked   to   hll  in   the 
the    shp,    receiving 


175 
ii.inount  he  is 
Ills    money    in 


These  shps  wiU  be  aftc>r\vards  collected  together  and  form 
vouchers  for  the  individual  amonnts  appearing  on  the  sheet, 
and  shonld  total  up  to  the  sum  shown  on  the  Summary  Sheet 
for  that  period. 

Below  is  a  copy  of  a  suggested  slip. 


Union 

Biiincli 

jNIembcrship  No 

Received  the  sum  of 


£ 

s. 

d. 

Uneniploynienl  I'ay 

Signed 

Dale 


STRIKES   AND    STOPPAGES    OF   WORK   INVOLVING    LARGE 
NUMBERS    OF   MEMBERS 

In  the  case  of  large  stoppages  of  this  description  the 
preliminaries  to  the  payment  of  benefits  to  members  are 
extensive. 

The  local  officials  will  be  generally  responsible  for  recording 
the  number  of  days  of  unemployment  and  the  number  of 
children  of  the  members,  by  means  of  a  roll  call  of  those 
unemployed.  They  should  be  instructed  to  write  their  pay- 
sheets  out  in  the  same  order  as  the  names  appear  in  the 
contribution  book  ;  this  facilitates  the  work  of  examining 
the  books  and  sheets  at  Headquarters  for  the  purpose  of  as- 
certaining whether  all  who  are  on  the  sheets  are  financial 
members,  and  whether  any  of  them  are  off  work  through 
sickness  or  other  cause  not  connected  with  the  particular 
stoppage,  and  therefore  not  entitled  to  benefits. 


176     BUSINESS  METHODS  IN  TRADE  UNIONS 

When  completed,  the  sheets,  together  with  the  Summary 
Sheet  as  iUustrated  on  page  174a,  wih  then  be  forwarded 
to  Headquarters,  together  with  the  contributions  book.  In 
examining  this  book,  it  will  not  be  necessary  to  check  every 
name  on  the  sheets  with  those  in  the  book  ;  it  is  sufficient 
if  only  those  members  .who  are  found  to  be  unfinancial — out 
of  benefit — ^for  some  reason  or  other,  or  who  are  sick,  are 
looked  up  to  see  if  they  have  been  placed  on  the  sheets  for 
payment,  otherwise  the  work  will  be  of  a  very  long  and 
tedious  character.  Having  done  this,  in  order  to  make  sure 
that  there  are  not  more  names  on  the  sheets  than  there  are 
members  of  the  branch,  the  numbers  of  unfinancial  members, 
sick  members,  and  men  who  are  still  at  work — there  are 
always  some  doing  odd  jobs — will  be  deducted  from  the 
total,  leaving  the  correct  number  to  be  paid,  which  should  be 
compared  with  the  number  on  the  sheets. 

After  ascertaining  the  correct  amount  of  money  for  each 
branch  by  careful  checking  of  the  totals  on  the  sheets,  a 
cheque  is  made  out  for  it,  and  the  amount  of  "  change  " 
required  to  pay  the  members  is  calculated  as  near  as  possible, 
so  that  the  paying-out  may  be  facilitated.  Where  the  pay 
for  a  number  of  branches  is  to  be  drawn  from  the  same 
bank,  one  cheque  may  be  drawn  for  the  whole,  but  as  there 
is  no  saving  in  bank  commission  by  this  method,  it  is  better 
to  make  out  a  cheque  for  each,  so  that  a  record  of  the 
amount  paid  to  each  branch  appears  in  the  Bank  Pass 
Book. 

Again,  where  there  are  many  branches  requiring  payment 
of  large  amounts,  it  facilitates  the  work  of  the  bank  staff  to 
present  separate  cheques,  which  can  be  distributed  to  the 
various  members  of  the  staff,  and  the  work  divided  in  such 
a  way  that  it  may  be  done  in  the  shortest  possible  time. 
Where  it  is  necessary  to  send  cheques  to  different  branches 
of  the  bank,  there  may  be  trouble  if  they  are  not  advised  of 
their  presentment,  stating  the  amounts  and  giving  specimen 
signature  of  the  drawer  of  the  cheques,  as  only  the  head 
office  of  the  bank  usually  knows  the  signature. 

When  presenting  a  large  number  of  cheques — one  for  each 
branch — at  the  bank,  if  they  are  altered  from  "  Order  "  to 
"Bearer"  the\/  will  not  require  endorsement;  but  it  is  ad- 
visable for  an  official  of  the  Union  to  take  over  the  cash  on 
behalf  of  the  various  branches,  or  the  bank  will  hesitate  to 
hand  it  over  to  the  local  officials,  who  are  generally  unknown 
to  them. 
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POLITICAL  FUND 

Many  Unions  administer  their  own  Political  Fund,  so  that 
we  shall  now  deal  with  this  side  of  the  work.  This  fund  is 
usually  kept  quite  separate  and  distinct  from  the  industrial 
branch  of  its  work.  It  may  be  that  the  whole  of  the  levies 
collected  under  the  provision  of  the  Trade  Union  (No.  2)  Act 
ma}^  be  retained  by  the  Union,  or,  as  collected,  the  amounts 
may  be  forw^arded  to  a  National  Federation,  where  there  is 
an  arrangement  for  the  political  activities  to  be  controlled 
by  the  national  body,  in  which  case  some  portion  of  the 
amount  will  be  allocated  to  the  Union  for  local  administra- 
tion. In  either  case  it  \\dll  be  necessary  to  keep  accounts 
in  order  to  record  the  receipts  and  payments  for  this  par- 
ticular object,  and  from  which  periodical  statements  may  be 
compiled. 

The  principle  upon  which  the  accounts  are  kept  will  be 
the  same  as  we  adopted  for  the  industrial  accounts,  so  that  by 
working  through  the  examples  already  given,  the  necessary 
knowledge  will  be  gained. 

The  anatysis  columns  in  the  Cash  Book  may  be  used,  and 
summary  sheets  for  each  month  inserted  in  the  way  already 
explained,  the  total,  cash  and  bank  columns  being  utilised 
for  the  further  analysis  of  the  sundries  column  if  necessary. 

The  Cash  Book  will  be  ruled  similar  to  the  ruling  of  the 
industrial  Cash  Book,  but  as  there  will  probably  be  only  one 
bank  with  which  business  is  done,  and  the  receipts  being 
from  fewer  sources,  the  columns  on  the  debit  side  will  be 
fewer  in  number. 

In  the  example  given  there  are  three  sources  of  receipts — 
viz.  Political  Fund  Levies,  Amounts  from  Branches,  and 
Sundry  Receipts — a  cash  column  and  a  bank  column.  This 
bank  column  is  for  the  current  account.  The  headings  on 
the  credit  side  are  those  usually  required  for  this  business. 
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Accountancy,  123 
Addressing  machine,  78 
Arbitration  note-taking,  8y 

—  preparation  and  submission  of 
cases,  85 

Auditing  branch  books,  80 

—  preparing  books  for,  8t 


B 


Balance  Sheet,  168 
Ballots,  recording,  104 

—  return  form,  103 

—  taking  of,  103 

Bank  charges,  treatment  of,  142 

—  interest,  treatment  of,  142 

—  pass-book,  136 

—  paying-in  slip,  99 

—  reconciliation  statement,  137 
Binding  cases  for  branches,  64 
for  minutes  and  circulars, 

69 
Branch  statement,  83 


C 


Cabinet  file  drawer,  47 

—  card,  49 
Card  index,  30 

advantages,  33 

alphabetical,  30 

—  —  branch  secretaries'  ad- 
dresses, 33 

cabinet,  30 

cross  reference,  34 

—  —  other  uses  of,  32 

vowel  subdivision,  30 

Cash  Book,  124 

balancing,  127 

balancing  bank  columns 

bank  overdraft,   132 

debit  and  credit  sides,  126 

—  —  transfers    from    bank     to 
office  and  vice  vevsa,  132 

with  bank  column,  131-140 

181 


Cheques,  account  payee  only,  91 

—  bearer,  order,  payee,  crossed, 
92 

—  clearings,  102 

—  conditional,  95 

—  dishonoured,  97 

—  endorsements,  97 

—  forms  of,  96 

—  general  crossings,  93 

—  payments  by,  131 

—  marked,  99 

—  not  negotiable,  94 

—  signature,  97 

—  special  crossings,  93 

—  stale,  99 

—  per  pro.,  97 

—  post-dated,  99 

—  writing  out,  96 

Colour  system,  carbon  copies,  20 

—  —  folders,  35,  36 
Compensation  department,  51 
Contributon  books,  ruling  of,  82 
Copying  carbon  method,  19 

—  handwritten,   iS 
— •  loose  press,  19 

—  manifold  books,  20 

—  outward  letters,  17 

—  press,  18 

—  rotar}^  20 

—  typewritten,  19 
Correspondence,  outward  record- 
ing, 12 

—  style  and  expression,  14 

D 

Deposit  accounts,  137 
Double  entry,   126 
Duplicating  methods,  74 


Enclosures,  stamping,  11 
Envelopes  in  readiness  for  branch 

communications,  yj,  7S 
Expenditure,  branch,  80 


l82 


INDEX 


F 


Filing  branch  documents,  3<S 

—  branches  wthout  card  index, 

39 

—  cabinet's  buildmg-up  plan,  ii, 

44 

—  correspondence,  ii,  23,  24 

—  documents    of    compensation 
cases,  46,  51,  53 

—  extensive      alphabetic      sub- 
division, 26 

—  folders,  27,  37 

patent  binder  type,  40 

sundries,  32 

—  flat  file,  41 

—  horizontal  method,  26 

—  inward  correspondence,  11,  24 

—  miscellaneous  correspondence, 

37 

—  numeric,  29 

—  pigeon-hole  method,  25 

—  rules, 

—  Stolzenberg  system,  41 

—  vertical  system,  27 

Forms  for    question    and    reply, 
65-66 

—  for  financial   and  other  pur- 
poses, 73 


G 


Guide  cards,  29 
branch,  37 


Income     and     expenditme,     of 

branches,  84 
statement    of,     129,     133, 

143 
Income  tax,  reclaiming,  116 

specimen  claim,  117 

Index,  officials'  reminder,  54 
Indexing  cross  reference,  22 

—  letter-book,  21 

—  Stolzenberg  system,  42 

—  subject,  35 

—  vowel  subdivision,  21 

sundries,  43 

Inquests,  notes  at,  51 
Investments,  150 

I. 

Ledger  accounts,  165 

Letters  containing  enclosure,  14 


Letters,  cIosinfT  paragraphs,  if) 
— -  examples  of  beginnings,  15 

—  form,  for  remittances,  67 

—  in  abeyance,  24 

—  length  of,  14 

—  of  complaints,  17 

—  opening,  11 

—  received  book,  11 

—  revision  of,  17 

—  stamping,  11 

— •  subject  heading,  15 

—  use  of  word  "  same,"  15 

—  writing,  13 

Letter  book,  care  of,  22 
Letter  books,  branch,  64 
Loose  leaf  system,  146 


M 


Members'  notification  when  un- 

financial,  82 
Minutes  of  council,  etc.,  meetings, 

107-111 
iMoney  orders,  99 


N 


Negotiable  instruments,  94 
Notes   and   Press-cuttings,    filing 
of,  55.  58.  59,  60 


O 


Offers  and  acceptances,  17 
Order    form    and     invoice    form 

combined,   89 
Overlapping  of  periods,  162 
reconciliation      statement, 

163 


Paper,  quality  of,  76 
Paragraph,  12 
Payments  analysis,  152 
Petty  cash  book,  164 

account,  164 

Postage  book,  1 1 
Postal  orders,  99 
Printing,  68,  69 

—  colour  system,  70 

—  correcting  eirors,  70,  73 


INDEX 
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R 


T 


Receipt  forms,  170 
Receipts,  146 

—  analysis,  148 

—  and       expenditure,       annual 
statement  of,  16S 

—  issued,  169 

Record  of  individual  members,  48 
Recording   and  filing  particulars 

of  deputations,  etc,  47 
Reports,  committee,  106 

—  compensation,  114 

—  financial,  106 

—  official,  106,  III 

—  treasurer's,  114 


Signatures,  16 

—  per  pro.,  16 

Strikes  and  large  stoppages  of 
work,  preparation  for  pay- 
ment, 175 


Tabular  system,  145 
Telegrams,  composition  of,  90 
Telephone,  use  of,  61 
Totals,   inonthly    and   yearly,   of 

receipts  and  expenditure,  168 
Trader's     authority     to     supply 

goods,  88 
Transactions,  specimen,  153 


U 


Unemployment,  recording 
period  and  payments  made, 
171 

Unemployment  pay,  individual 
receipts,  175 


W 


Waste  Book,  ruling  of,  125 


THE  CABINET  S  THE 

CONTENTS 


One  of  the  most  important  articles  in  your  office  is  the  Filing  Cabinet  and  the 
System  it  contains.  This  is  not  always  so  carefully  chosen  as  it  might  be,  and 
tlio  letters  in  consequence  are  difficult  to  find  when  once  ihey  have  been  tiled. 

If  your  System  is  not  all  it  should  be,  let  the  Shannon  Systems  Service  Depart- 
ment assist  you  to  improve  it^without  any  obligation  on  your  part. 

The  "  Vertical  Filing  Catalogue,"  illustrating  in  colours  many  systems,  will  be 
sent  free  on  application,  or,  for  Flat  Filing,  ask  for  the  "  Shannon  Filing  Catalogue.' 


Jtiannon 


LIMITED 


13-16    ROPEMAKER    STREET,    LONDON,  E.C.2 

"SHANNON    CORNER,"    S7    VICTORIA    STREET,    S.W.l 
29    QUEEN     VICTORIA    STREET,    E.C.4,    and    Branches 

2  A 


IF  IT  WERE  DONE,  WHEN  TIS  DONE,  THEN  'TWERE 
WELL  IT  WERE  DONE  QUICKLY."— MacBefh. 


Printing! 


ORIGINALITY  OF  DESIGN,  AND  PERFECTION 
OF  PRINTING,  WITH  COMPETITIVE  PRICES 
ARE       THE       OUTSTANDING       FEATURES       OF 

OUR    SERVICE  :  :  :  :  : 

The  Riverside  Press 

LTD 
Book  afid  Letterpress   Printers 

Beaverhall   Road,  Edinburgh 


PAMPHLETS,  MAGAZINES 
REPORTS  and  all  kinds  of 
JOBBING    WORK      -       -       - 


London  Agent — 

A.   C.  MILLER,  34  Maiden   Lane,  Covent   Garden 


THE 


STOLZENBERG  SYSTEM 


OF 


FILING 


AND 


STORAGE 

IS    HIGHLY 
SUITABLE     FOR 

TRADE 
UNION 
WORK 


STOLZENBERG  SUNDRIES.     USEFUL  IN  ANY  OFFICE. 


Full  Particulars  of  the   SYSTEM   and   Prices 
OF  Files,  Carinets,  Desks  and  Office  Accessories 

WILL    BE    SENT    ON    APPLICATION    TO 

The   Stolzenberg   Patent  File  Coy.  Ltd. 

210      BISHOPSGATE,     LONDON,     E.C.2 

Write   also    for    "  Organization."      Sent    free   of 

CHARGE      to     any     TrADE      UnION     OFFICIAL,     WRITING 
ON    HEADED    PAPER. 


THE  LABOUR  INTERNATIONAL  HANDBOOK. 

By  The  Labour  Research  Department.  Edited  by  R. 
Palmedutt.  12j.  %d. 

WORKMEN'S    COMPENSATION:    An    Outline    of   the 
Acts. 

By  VV.  H.  Thompson.     Preface  by  George  Hicks.  2.v.  ^d. 

THE  LAW  RELATING  TO  TRADE  UNIONS. 

By  Henry  H.  Slksser.  Foreword  by  The  Rt.  Hon.  Lord 
Justice  Atkin.  %is. 
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